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I. Instructional Goal:

Students will improve their thinking and problem-solving
skills. They will improve in their abilities to read charts
and measurements as they relate to the workplace. The
students will also maintain a handbook of terms to assist ,
them in understanding number context.

II. Course Description:

This is a thirteen week course where the students will meet
twice per week for one and a half hours each session. This
course is intended to stimulate the students to apply the
classroom activities in numbers and charts to their everyday
situations in the workplace.

III. Course Objectives:

Learners will be able to:

Utilize problem-solving strategies
Identify the way numbers and charts are used in the
workplace
Recognize mathematical terminology
Understand the context of math problems

IV. Why Take This Course:

The fundamentals taught in this course are skills that are
needed in all areas'of life. Continued improvement, in these
skills results in a better understanding of your
surroundings and could lead to greater opportunities in and
out of the workplace.

V. Grading System:

There will be no emphasis placed on grades! The emphases
will be placed on improvement of a specific skill. At the
end of each competency,.an evaluation will be given to
measure the students'amount of improvement. You will see
statements such as the following on any papers corrected:

Excellent
Very Good

Good
Needs Some Work
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VI. Course Overview:

Week 1

Week .2

Week 3

Week 4

Week 5

Week 6

Week 7

Week 8

Week 9

Week 10

* Ice-Breaker activities
* Enrollment forms filled out
* Discussion of course outline
* Give Pre-Evaluation

* Introduction of curriculum
* Organizing information -- classification
* Understanding Numbers Context -- labeling
* Lesson 1 - complete exercises, pages 1-4

* Review Lesson 1
* Understanding Number Context -- categorization
* Thinking in Context
* Lesson 2 - complete exercises, pages 5-8

* Review Lesson 2
* From numbers in class to numbers at work
* Using numbers to organize and convey information
* Words that require numbers in documents
* Lesson 3 - complete exercises, pages 9-10

* Review Lesson 3
* Using numbers to organize information - calendar
* Lesson 4 - complete exercises, pages 11-14

* Review Lesson 4
* Using numbers to set priorities
* Using numbers to convey information -- time
* Lesson 5 - complete exercises, pages 14-18

* Review Lesson 5
* Explore and explain MSDS forms
* Numbers in the context of MSDS forms
* Lesson 6 - complete exercises, pages 19-22

* Review Lesson 6
* Understanding the context of math problems
* Thinking about math
* Lesson 7 - complete exercises, pages 22-25

* Review Lesson 7
* Understanding the context of math problems
* Thinking about math
* Lesson 8 - complete exercises, pages 25-27

* Review Lesson 8
* Thinking about math
* Lesson 9 - complete exercises, pages 27-29
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Week 11

Week 12

Week 13

* Review Lesson 9
* Thinking about math
* Lesson 10 - complete exercises, pages 29-31

* Review Lesson 10
* Thinking about math
* Lesson 11 - complete exercises, pages 31-35

* Review Lesson 11
* Give Post - Evaluation
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***************************************************************************
THE REGIONAL MEDICAL CENTER

PRE-EALUATION
NUMBERS AND CHARTS COURSE

***************************************************************************

Name: Date:

I. Below are six words common to math. Place the letter of the definition in the
space beside the correct word.

1. Fraction

2. Decimal

3. Percent

4. Multiply

A. to increase in number

13. one part in a hundred

C. fraction that uses a point or period

D. to subject a number to the operation of
finding how many times it contains another
number

5. Divide E. to take away one number from another

6. Subtract F. a part or portion of a larger number

IL Below are groups of numbers with symbols. Determine what each group of

7.

numbers and symbols has in common and write the most accurate label for each
group on the line provided.

8.

1/4 .25

1/2 .50
3/4 .75

9. 10.

25% 12 = 1
50% 3 = 1
75% 100 = touchdown!

7
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60 = 1
60 = 1
24 = day

13. 14.

1 oz./gal.
16 oz./gal.
1 part to 3 parts

15. 16.

3 East
3 West
4 West

1 = 3.8
5 = 18.9

30 = 113

32 one-half
98.6 three-quarters
212 one-tenth

III. PROBLEM SOLVING

17. How much Floor Star Degreaser and how much water should you use to fill
your gallon bucket and clean the tiles on the kitchen walls? Read the label
instructions below and circle the one you should use for this job. .

a. wall (painted and ceramic) 1-3 oz/gal

b. floors (resilient and mineral) -- 2-4 oz/gal
light soil

c. floors (mineral) -- heavy soil 30-40 oz/gal

8
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18. The product Floor Star DuoClene has the following mixing instructions:

FOR SHOWER SCRUBBING Mix 5 oz. of DuoClene with
water to make 1 gallon; use mixture for shower scrubbing.

a. How much water will you use to make a gallon of the
mixture? Write your answer below.

19. The directions on the label of GlassClene Pro states:

1 part GlassClene to 3 Parts Water.

a. If you had a four gallon jug in which to mix the product, how much water
and how much GlassClene Pro would you use? Write your answer below.

20. How much Floor Star Degreaser and how much water should you use to fill your
gallon bucket and clean a mineral floor that is lightly soiled? Read the label
instructions below and circle the one you should use for this job.

a. wall (painted and ceramic) 1-3 oz/gal

b. floors (resilient and mineral) -- 2-4 oz/gal
light soil

c. floors (mineral) -- heavy soil 30-40 oz/gal

9



***************************************************************************
THE REGIONAL. MEDICAL CENTER

POST-EVALUATION
NUMBERS AND CHARTS COURSE

***************************************************************************

Name: Date:

I. Below are six words common to math. Place the letter of the definition in the
space beside the correct word.

1. Fraction

2. Decimal

3. Percent

4. Multiply

5. Divide

6. Subtract

A. to increase in number

B. one part in a hundred

C. fraction that uses a point or period

D. to subject a number to the operation of
finding how many times it contains another
number

E. to take away one number from another

F. a part or portion of a larger number

II.

7.

Below are groups of numbers with symbols. Determine what each group of
numbers and symbols has in common and write the most accurate label for each
group on the line provided.

8.

1/4 .25

1/2 .50

3/4 .75

9. 10.

25% 12 = 1
50% 3 = 1
75% 100 = touchdown!
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Numbers are Cans

:

60 = 1 3 East
60 = 1 3 West
24 = day 4 West

13.

15.

1 oz./gal.
16 oz./gal.
1 part to 3 parts

14.

1 = 3.8 r

5 = 18.9
30 = 113

16.

32 one-half
98.6 three-quarters
212 one-tenth

III. PROBLEM SOLVING

17. How much Floor Star Degreaser and how much water should you use to fill
your gallon bucket and clean the tiles on the kitchen walls? Read the label
instructions below and circle the one.you should use for this job. .

a. wall (painted and ceramic) 1-3 oz/gal

b. floors (resilient and mineral) -- 2-4 oz/gal
light soil

c. floors (mineral) -- heavy soil 30-40 oz/gal
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18. The product Floor Star DuoClene has the following mixing instructions:

FOR SHOWER SCRUBBING Mix 5 oz. of DuoClene with
water to make 1 gallon; use mixture for shower scrubbing.

a. How much water will you use to make a gallon of the
mixture? Write your answer below.

19. The directions on the label of GlassClene Pro states:

1 part GlassClene to 3 Parts Water.

a. If you.had a four gallon jug in which to mix the product, how much water
and how much GlassClene Pro would you use? Write your answer below.

20. How much FloorStar Degreaser and how much water should you use to fill your
gallon bucket and clean .a mineral floor that it lightly toiled? Read The label
instructions below and circle the one you should use for this job.

a. wall (painted and ceramic) 1-3 oz/gal

b. floors (resilient and mineral) -- 2-4 oz/gal
light soil

c. floors (mineral) -- heavy soil 30-40 oz /gal
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TF MC / Project VISIONS

C

The Regional Medical Center

Project VISIONS
The Numbers and Charts Course

Developed by Edmund Vitale, Jr.

AN INTRODUCTION - WHERE YOU
HAVE BEEN AND WHERE YOU ARE
GOING!

Numbers & Charts 1

We are going to take advantage of your vocabulary, dictionary, and other thinking .

and problem-solving skills learned in the VOCABULARY course and transfer them to
help you explore numbers, math, and charts that occur on your job. You will be
asked, at first, non-math questions about number and math situations just to get
you thinking about numbers and math. Later, you will get more practice and drills in
math problems. Don't forget that one of the major objectives in these courses is to
get you to THINK AND UNDERSTAND about the subject, not just do drills.

Transferring skills from one course to another and from the classroom to the work
place is a major goal of this workplace project. Thinking about transferring skills will
help you think and problem-solve within the context of work and use what you
already know to help you solve new problems. So we will be continually asking
you how the skills you learned in the vocabulary course can be used in a math
course and how the skills you learned in the classroom can be used on the job.

IORGANIZING INFORMATION -- CLASSIFICATION1

1. One of the major skills you learned in the vocabulary course is to organize
information and words in different ways. List at least two ways that you
organized for classified) the words in the vocabulary course.

(For example: alphabetizing; classifying words accoling to where they were used in the hospital.)

2. Can numbers be used to organize information? Give an example.

(Yes. For example, outlines use numbers to organize information and show relationships of the
material; most forms have numbered blocks. etc.)

3. Does the hospital use numbers to organize information? List as many ways
as possible the Hospital uses numbers to organize information.

(Yes. For example: Floor numbers, patient rooms, etc.)

13
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TIZMC / Project VISIONS Numbers & Charts 2

DISCUSS: Discuss with the class how both numbers and letters are useful to
organize information. Talk about how numbers and letters are similar in
organizing information and how they are the different. Be prepared with as
many examples of the use of letters and numbers to organize information as
possible. Note here any new ways to organize information that you get from
the class discussion.

UNDERSTANDING NUMBER
CONTEXT -- LABELING

In the vocabulary course, you did labeling and categorization exercises using words.
Do you think you can do the same kind of exercises with numbers? First, we'll try
using a labeling exercise with numbers. If you want to refresh your recollection
about how you went about analyzing this kind of exercise, go back to your
Vocabulary Course workbook at exercises 18 and 19 [pages 19 and 20] and reread
the steps you went through to solve these labeling problems. (This is an example
of using the skills you have already developed to learn about math))

4. Here are groups of numbers and/or groups of numbers with. symbols and/or
words (which we will call number phrases). Determine what each group of
numbers or number phrases have in common and write the most accurate
label for each group on the line above. In other words, try to determine the
context, the situation, in which these numbers might occur; this will give you
a clue as to the label that could describe them. The very first problem is
from the vocabulary course and is included as an example)

(Use these exercises as ways of uncovering areas that participants want more help with; if they .

want some more drill or practice with anything raised * these exercises, follow through with it.)
Hospital Telephone Fractions or

A...Extensions B. Ruler marks
2430 1/4
2422 1/2

3/4
Decimal equivalents Percent equivalents of Fractions
of Fractions in 13, or & Decimals in 5 & C, or

C. Decimals D. Percents
.25 25%
.50 50%
.75 75%

14 BEST COPY AVAILABLE
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E. Inches t F. Seconds es to days,

12 = 1 60 = 1

3 = 1 60 = 1

100 = touchdown! 24 = day

G. Locations in Hospital
3 East
3 West
4 West

Gallon to liter equivalents
I. found on labels

H. Mixture rates on labels
1 oz./gal.
16 oz./gal
1 part to 3 parts

Degrees or
J. Fahrenheit Temperature

1 = 3.8 32
5 = 18.9 98.6

30 =113 212

K. Written Fractions
one-half
three-quarters
one-tenth

PROCESS YOUR PROBLEM-
SOLVING SKILLS

Money equivalent of
L. written factions

half dollar
three quarters
dime

DISCUSS: What was the same and what was different about the way you went
about solving these "number" problems and'the way you solved the
vocabulary problems.

(For example: Might not be any difference in trying to find the relationships among the choices.
Cant use a dictionary too often with these math exercises.)

IUNDERSTANDING CONTEXT

DISCUSS: The box that introduced these labeling exercises said: "Understanding
Number Context." What does "context' or "the context of the situation"
have to do with solving these labeling problems?

(Have to know what situation the numbers are being used in to make sense of the numbers. If
you don't know the situation, then the numbers don't make much sense.)
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Give an example or two from exercise 4 that indicates the context of the numbers
leads to its solution.

(For example: A [inches to feet to yards] and G [wings of the hospital].)

DISCUSS: Please take some time to think about and discuss the concept of number
context because you will be (1) looking at hospital contexts and situations that
involve numbers, and (2) attempting to solve the problems from a math point of
view. You will viewing these problems in the way a math person would. This
means math is not the only way to solve a problem, but that it is one way to do so
and we will learn more about the "math context" way to solve the problems in this
class.

(For example: Haven't thought too much about math context, only multiplication tables and
calculation skills. This way doesn't help me with calculation skills. OR This method does help me
to think about numbers in a new way that I can make sense of.)

THINK LIKE A TEACHER

5. You are going to continue to think like a teacher, but now you are going to
start to think in the context of a math teacher! Prepare 3 or 4 three number
or number phrase groups like those in exercise 4 using situations from
around the hospital. Your instructor will choose one or two of your number
labeling groups and ask you to place them on the board (without the
answer!) and to conduct class on your word group. Note here points that you
want to remember from other classmates' word groups.

This new series of exercises -- Think Like A Learner -- will help you focus on what
YOU learned about thinking, learning, and transferring skills from one context to
another. Don't be limited to what was specifically being taught in the classroom or
in this text. Take all this material and make it relevant to YOU; and what is relevant
to you may not be what is directly being taught. If something you already know
"clicked" in a new way, make note of that!

16
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6. What was the most interesting thing you learned from these exercises so
far?

(Encourage answers that are relevant to the participants, not necessarily the course. Try to
show the participants that what they think about the course and what they are learning are
important even if what they are learning is not just the "objective" of the lesson. They need to
get out of this course the material that will help them.)

7. What was the most interesting thing you learned that was not directly a part
of the exercise, something old that clicked in a new way?

(Again, encourage a wide variety of answers. The participants have to feel comfortable with
being able to express themselves on their issues. This helps set the atmosphere where
"mistakes and wrong answers" are learning opportunities, not examples of failing in school.)

DISCUSS: Discuss with the rest of the class your answers to the above two
questions.

UNDERSTANDING NUMBER
CONTEXT -- CATEGORIZATION

Now we are going to try to do a categorization exercise with numbers instead of
words. If you want to refresh your recollection about how you went about
analyzing this kind of exercise, go back to your Vocabulary Course workbook at
exercises 21 and 22 [pages 22 through 24] and reread the steps you went through
to solve these categorization problems. To repeat, this is an example of using the
skills you have already developed to learn about math and number context!

8. Don't forget you have to have a reason for picking the number or number
phrase that doesn't fit within the context of the other numbers or phrases.
You instructor will make available some math books for you to use as a
esource to answer some of these problems. You may even need your

dictionary for some of these problems!
(Use these exercises as ways of uncovering areas that participants want more help with; if they
want some more drill or practice with anything raised by these exercises, follow through with it.)

A. 1/3 REASON: (For example: .5, 5070, and 1/2 all represent the same
.5 amount. 1/3 does not and should therefore be crossed off.)
50% (Have studoots give other fraction, percent and decimal
1/2 equivalents if they can. Pont press It if this is too hard.)

17
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B. decimate REASON: (For example: decimate, quarter, and divide are all
quarter examples of taking apart or reducing or dividing, Multiply means to
multiply increase.)
divide (Have students put these words and other math word in their

Personal Handbook. Helps to relate math in part to vocabulary
building and helps build math context.)

C. part REASON: (Add, to increase, is out because all the other words
add relate to parts of things.)
decima! (Have students think of similar math words and acid them to their
fraction vocabulary list.)

D.. $.50
$.05
$.75
$.25

E.

REASON: 0.75 should be crossed out because the other
amounts are each represented by a specific coin.)
(Have participants try to understand that our money system is a
decimal system. If they know money, they know decimals.)

REASON: (The .# sign should be crossed out since it is not a
math function sign like the rest of the symbols.)
(Ask if the participants know other math symbols. Could also acid

these symbols to their Personal Handbook.)

F. 1/2 REASON: (1/3 should be crossed out since the other fractions
5/10 are fractions equivalents.)
1/3 (Use this question as an opportunity to teach about fraction
8/16 equivalents. Ask them for how they think they can make fraction

equivalents.)

G. 1 = 3.8 REASON: (These are the gallon/liter equivalencies which are on
5 = 18.9 cleaning labels. 10 = 50 Is not a proper equivalency in this context.
10 = 50 (Ask participants how you do these; how they are related to
30 =113 fraction equivalencies.)

18
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PROCESS YOUR PROBLEM-
SOLVING SKILLS

DISCUSS: What was the same and what was different about the way you went
about solving these categorization "number" problems and the way you
solved the categorization vocabulary problems?

(For example: Again, no dictionary; but since I have done the exercise with words, it helped me to
do it for the math examples.

THINKING ABOUT THINKING
IN CONTEXT

G. Read the following statement and be prepares: to discuss what you think it
means.

The thinking skills that are the same in solving the
vocabulary and number categorization exercises are
thinking skills that are more general and can be applied
to many other contexts and situations. The thinking skills
that are different means that they are related more to the
context in which they arise.

(For example: The more useful a thinking skill is in many situations, the more general it is. Math
seems to have a lot of skills that are related to math exclusively.)

10. Make a list of the "general thinking skills" that you can be used in many
situations and give an example or two other "contexts" or situations in which
each general skill you list can be used.

(For example: Skills of comparing, using resources, finding context:,, looking for relationships are
all general skills. These can be used in finding and using information in sources from recipe books
to computer manuals.)
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11. Make a list of the thinking skills that you believe are more related to the math
context.

(For example; comparing numbers, trying to understand the abbreviations associated with math
contexts, trying to understand the math context of words , etc.)

DISCUSS: With the rest of the class, discuss your interpretation of the quote in
exercise 9 and your list of general (exercise 10) and your math thinking skills
(exercise 11). Place all the math thinking skills that the class developed in
the space below.

(For example: In addition to the skills participants may come up with above, can encourage
them to say that adding, subtracting, dividing, and multiplying are math thinking skills. Need to
know how to do those calculations to be able to think like a mathematician.)

THINK LIKE A TEACHER

12. Prepare 3 or 4 number or number phrase groups like those in exercise 6 using
situations from around the hospital. Make one of the four numbers or words
in the groups not fit with the others. Your instructor will choose one or two
of your number categorization groups and ask you to place them on the
board (without the answer!) and to conduct class on your word group. Note
here points that you want to remember from other classmates' word groups.

(rick from each learner the groupings that are correct and/or show ingenuity in viewing the math
terms picked. Try to hold private conversations about the ones that are obviously incorrect. Use.
these incorrect ones to suggest help to the individual student.)

13. Was it easier to answer the book's categorization problems in exercise 8 or
was it easier to develop your own categorization problems? Why? Doing
which activity did you feel that you learned more?

(Make sure students always give reasons for their answers, or can support them in some way.)

20
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FROM NUMBERS IN CLASS
TO NUMBERS AT WORK

To this point, we have explored many kinds of numbers, attempting to create a
context to try to better understand the numbers. We have seen how numbers are
used to organize information (floor numbers, telephone numbers, the numbers of
these exercises, etc.), and we have seen how numbers convey information
(fractions, percents, money, etc.). When numbers are used to organize or convey
information, they are always used in conjunction with other words, symbols, or
abbreviations which supply the context of numbers we have been exploring.
Numbers don't mean anything without the context.

For example, if we say 55, that is a meaningless number. If, however, I say 55
mph, now we can translate the abbreviation, come up with "miles per hour", and
understand that 55 mph might be a reference to a speed limit on the road.

The numbers we explored so far were number activities found in the classroom.
Now, we are going to explore numbers, how they are used, and what they mean, in
a very specific context: your workplace.

USING NUMBERS TO ORGANIZE
AND CONVEY INFORMATION

14. The first workplace document you will explore is the Job Description for
Housekeeper I found in your Resource Manual. Your instructor will divide the
class into two groups. One group will circle all the numbers found on the job
description that organize information and will be prepared to explain to the
rest of the class how the numbers are used to 'organize. The other group will
circle all the numbers that convey information and will be prepared to explain
to the rest of the class what information is being conveyed by the numbers.
If some numbers might convey information and at the same time organize
information, both groups should be prepared to state how the numbers dothat.

(Besides come of the obvious numbers, don't let students forget the street address and the zip
code In the address at the top, the dates when written and revised on top of the first page, or
the dates when the documents were approved on the last page.)

21
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DISCUSS: Each group will makes its presentation to the class and be prepared to
answer classmate's questions. Note in the space below anything new you
have learned during the presentation or discussion.

WORDS THAT REQUIRE
NUMBERS IN DOCUMENTS

15. The next document you will explore is the Blue Cross Blue Shield Dental
Services Claim Form, found in your Resource Manual. Your instructor will
divide you into two groups. One group is to find all of the words on the form
that require the person filling it out to insert numbers. The group should be
'prepared to explain what kinds of numbers are required and what they mean.
The other group is to study the diagram in the middle of the page against the
right hand margin, explain what the diagram represents, determine what the
numbers and letters represent, and, finally, how that information is used in
other places on the form. This group is also to explain the service codes on
along the bottom of the page and determine where they are to be used on
the form.

DISCUSS: Each group will make its presentation to the class and be prepared to
answer classmate's questions. Note in the space below anything new you
have learned during the presentation or discussion.

(There's a lot of information here. It Is not a matter of having them get all the numbers and
words requiring numbers but to give them practice in looking at documents from this
perspective. Some of the important numbers are the ones in each answer Hock; some of the
important words requiring numbers are the ones in blocks 4, 8,11 [55#], 17. Can discuss, if you
think they are ready, all the numbers [in the blocks at the bottom of the page] the dentist has
to be concerned with.)

22



TRMC / Project VISIONS Numbers & Charts 11

USING NUMBERS TO ORGANIZE
INFORMATION: THE CALENDAR

16. The next document you will explore is the Grievance Procedure portion of the
Personnel Policy Regulations found in your Resource Manual. Skim the
document briefly, circle all the numbers found in the document, and then
read the following questions and then go back to the document and study it
more carefully in order to answer these questions:

a. Why does the policy number change on each of the pages?

(Let students make attempts at these answers first before guiding them to the answer. For
example: Because the numbers after the decimal indicate the page number.)

b. Explain how numbers and letters are used to organize information in
the outline form the document uses? Be prepared to explain each level
of the outline and how the numbers and letters show relationships
among information.

(This question is getting the students to see how combinations of numbers and letters can be
used precisely to organize information and show relationships among information.)

c. Under roman numeral IV.. explain the difference between "ten (10)
calendar days" (as found it First Step) and "five (5) working days" (as
found in First, Second, and Third Step).

(This is a "legalistic" type question, but it is something found in many documents including
warranties. It might be interesting to hear the responses to the five working days answers by
participants who work °al weekends.)

DISCUSS: Share your responses with the rest of the class. Determine whether the
numbers referred to in questions a, b, and c are used for organizing
information or for conveying information. Note in the space below anything
new you have learned during the discussion.

(a--organizing information, the page numbers; b--of course, Is organizing information; c--is
conveying information, the time limitations.)
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17. Based on the definitions that you have suggested for "calendar days" and
"working days" in part IV. of the Grievance Procedure, work through the
situations below and answer the questions. You will need a 1994 calendar
for this task.

a. An employee thinks he has a grievance on January 25th, 1994. Give
the date of the last day he can present his concern to his immediate
supervisor or department head. Be prepared to explain how you arrivedat your answer.

(For example: This part of the problem deals with calendar days. On the calendar, I found the
25th of Jan. I started counting from the next day until I counted 10 days. When I reached 10,
the date is February 4, 1994, the last day the employee can present his grievance.)

b. The employee has filed his grievance on January 27th. What is the
latest date the supervisor or department head can render a decision?
Be prepared to explain how you arrived at your answer.

(For example: This part of the problem deals with working days. On the calendar I found January
27th. That day is on a Thursday. The next day Is a Friday which is a working day and I started
counting from Friday. I then skipped to Monday since that is the next working day and that is
day 2. I continued to count until I got to 5, I found five working days after Janual y 27th to be
Thursday, February 3, 1994.)

c. This matter goes all the way to Fourth Step where the Medical Center
President has to write a decision. The administrative staff reached a
decision on February 9, 1994. What is the latest date the Medical
Center President can render his or her decision? Be prepared to explain
how you arrived at your answer.

(For example: This part of the problem doesn't use the term calendar days or working days. So I
will have to assume it means calendar days. February 9 is on a Wednesday. Starting with the
10th, I will count five days. The decision would have to be given by February 14th, if five calendar
days is meant. If five working days is meant, then the date may be February 16th.)

DISCUSS: Discuss your answers to these questions with the rest of the class. If
you feel you need more practice with this kind of exercise, note below thecalculation steps that you want to practice and consult with your instructor
after class for some drill material in this area.
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18. Calendars use numbers to organize time. As seen in the Grievance
Procedure, numbers had to be translated to calendar dates to set the time
limits for various stages of the Grievance Procedure Process. A calendar is
one kind of chart organizing time, but it is not the only way to organize time.
The Regional Medical Center has devised it's own form to organize time for
the specific purpose of scheduling when employees will report to report to
work and when they are off from work. This chart is called the Working
Schedule, a blank copy of which is in your Resource Manual.

The instructor will divide you into groups. Using a blank Working Schedule,
each group is to fill in the beginning and ending dates, the month row, the
date row, and the time off of specific employees based on the information
below. You will need a 1994 calendar for this task.

The work period runs from the third Monday in March
(1994) for six full weeks. Employee Carle Smith does not
work Saturdays or Sundays during this period. Francis
Jones doesn't work on Fridays and works alternating
Saturdays and Sundays starting the first weekend. Diane
Thompson doesn't work on Mondays and works
alternating Saturdays and Sundays starting the second
weekend.

Concentrate on how words are used to convey information to be translated
into dates (as in the Grievance Procedure exercise). Each member of the
group should be prepared to defend the work of the group by being able to
explain the steps used to arrive at each decision that was made and be able
to support the each decision.

(I don't have a blank one to fill in, but I took the situations from the ones you had copied for me.
If there are any problem, call.)

DISCUSS: Your instructor will call on individuals to explain each of the blanks that
were required to be filled in. Other members of the group should be available
to support the group member who was called on. Note below interesting
approaches to the decisions that were made.
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DISCUSS: Can you think of other ways to organize the Work Schedule that would

make it easier to complete or easier to follow?

THINK LIKE A TEACHES

19. Bring to class similar work or inventory organizing charts used in your work .or which others in your area use. Be prepared to make a presentation to theclass to explain how your chart is constructed and how it uses numbers to
organize or convey information. Use the space below for notes from chartsyou find of interest.

USING NUMBERS TO7
SET PRIORITIES

20. The Weekly Inspection Report uses numbers in a different way from what wehave analyzed so far. Find the Weekly Inspection Report in your Resource
Manual. Skim the document briefly and then break into groups. Each group
should read the following questions and then go back to the document and
study it more carefully in order to answer these questions:

a. What is the total of each of the columns of figures that are preprinted
in each box? Is there any other place in the document that indicates
what those totals might be?

(For example: 100. On the back of the document [or the second page if photocopied], it showsthat 100 is a possible score for each of the areas mentioned on the front.)

b. For what purpose are the numbers used in each of the four boxes?

(For example: These scores are the top scores a worker could get for the inspection of each of
the items listed. If my work isn't perfect, it would receive points lower than the maximum
amount shown for that particular task.)
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c. Which activities in the "Entrance Lobby" is the most important? How
do you know?

(For example: The most important activities seem to be finishing the floor with a deep shine,
clean public rest rooms, and clean corners and baseboards . These 3 items have the highest
possible points so I figured they must be the most Important.

d. List below the activities in the "Patient Rooms" in their order of
importance? Be prepared to explain how you arrived at the order of
your list.

(For example: The item numbers of the activities in the Patient Rooms in order of importance
are: item 8 with a score of 14, items 7 & 10 tied with a score of 12, items 1, 2, 5, & 9 with a score
of 10, items 4 & 6 tied with a score of 8, and item 3 with a score of 6.)

e. Out of all the activities in all four boxes, which activity do you think is
the most important? How do you know?

(For example: The most important item seems to be corridors, item 1: "Corridors finished with a
deep shine". It is the only item that has a possible score of 20 points.)

f. Using all four boxes, list the six most important activities? How do you
know?

(For example: The six most important items are: Corridors, item 1 (20 Points); Entrance, Lobby,
items 6 and 8 (15 points), item 7 (14 points); Patient Rooms, item 8 (14 points); and
Departments and Offices, item 9 (14 points).

g. Try to find a pattern in the information you obtained from exercise e
and f above? Explain in specific detail the pattern you see. If your
group finds more than one pattern, be prepared to explain them.

(For example: Seems that the public areas, especially the floors, are the most important.)

DISCUSS: Each group will be called on in turn to answer these questions until all
questions have been answered and the discussion is complete to
everyone's satisfaction. If you feel you need more practice with this
kind of exercise, note below the calculation steps that you want to
practice and consult with your instructor after class for some drill
material in this area.
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USING NUMI3E1Z5 TO CONVEY

INFORMATION: TIME

21. The next document we will examine from the point of view of numbers is the
Cafeteria Benefits Policy found in your Resource Manuai. This document uses
time to convey when the cafeteria is opened for employees and visitors.
Skim the one page document briefly and break into groups. Each group
should read the following questions and then go back to the document and
study it more carefully in order to answer these questions.

Each group should also be prepared to explain in detail all the steps and all
the calculations used to arrive at each of the answers called for.

a. How many hours is the cafeteria available for a coffee break for
employees?

(For example: 2 hours.)

How many minutes is that?
(For example:120 minutes. 2 x 60 minutes; or 60 min + 60 min.)

b. How many hours is the cafeteria available for employee breakfast?

(For example: 1 hour, 45 minutes; or 1 and 3/4 hours; or two hours -15 minutes.)

How many minutes is that?
(For example:105 minutes; 60 + 45 minutes; or 60 min x 2 -15.)

Did you have any difficulty in answering the first part of this question? Why?

(Try to find how they handle the 45 minutes, fractions of an hour, since the base period is 60
rather than 100.)

c. Expressing an answer in hours, what is the difference between the
time the cafeteria is opened for dinner to employees and to visitors?

(For example: The cafeteria is opened for 21/2 hours for employees [11 am to 1:30 pm), and only 1
hour for visitors. Therefore the cafeteria Is opened 1 1/2 hours longer for employee dinner, or 1
an 1/2 hours longer, or 1.5 hours longer, or 1 hour 30 minutes longer.)

Now express that answer in minutes.

'`j (For example: The cafeteria is opened for 90 more minutes for employees and than for visitors
for dinner.)
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e. Compare the times the cafeteria is opened to employees and to
visitors. How much longer is the cafeteria opened for' employees thanit is for visitors? How many different ways can you use to come up
with this answer? How many different ways can you express these
answers. Be creative and don't stop at just one approach.

The cafeteria is opened 90 minutes longer for employees than for visitors. Is there a way toexpress this in a per cent? Many ways to come up with answer.Find all times that are the sameand concentrate on the differences, which is the hour and a half for dinner, determine how longthe cafeteria is opened for each function, add up all of these for employees [8 hours, 15 minutes{E).25 hours }] and then for visitors [6 hours, 45 minutes {6.75}] and then subtract. Pleaseencourage and validate other responses that are appropriate to the situation.)
THINK LIKE A TEACHER

DISCUSS: Before exploring answers to the above questions with the whole class,
discuss: How does the requirement of having to explain in detail all the
calculations you make on a problem (which is another way to say "show all
your work") help you to learn?

(For example: It slows me down, but I find that I have to be more careful, which means I don't
make careless mistakes, etc.)

Now discuss your answers to questions a through e. If you feel you needmore practice with this kind of exercise, note below the calculation stepsthat you want to practice and consult with your instructor after class for
some drill material in this area.

(If enough of the participants have a similar math drill problem, don't hesitate to help guide theclass as a whole. It's OK to give them drill and other similar word problems at this point, sincethe reason for knowing how to do this math has been demonstrated by the exercise.)

22. Time is not only expressed in hours and minutes. It can also be expressed in
terms of weeks, months, and years, as it is in the next document you willexamine, the Retirement'Pension Plan of the Benefits Section of the
Personnel Manual. Find this material in your Resource Manual and skim it.Your instructor will break the class into groups. Each group should read thefollowing questions and then go back to the document and study it morecarefully in order to answer these questions.

Each member of group should be prepared to support the group's answerswith all the steps it took and the calculations it made.
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a. Using your experience from this class with using numbers and letters
to organize information, how could you more effectively organize the
outline structure of the various subheadings under Eligibility to
eliminate the use of the double "A", "B", etc.

(For example: The 1969 period should be preceded by an A and the items under it [now marked
A, 5, C] should be marked 1, 2, 3 respectively. The 1976 period should be preceded by a D, and
the items under it [now marked A, 5, C] should be marked 1, 2, 3 respectively.)

b. Frank Graham started work with The Regional Medical Center on
December 7, 1981. He was a full-time employee working 40 hours
per week. When does he become a participant in the
Retirement/Pension Plan?

(For example: He would become a participant on Dec. 8,1982 since he fits under the 1976 part
of Section I "Eligibility", D which says, if work for 12 months and 1,000 hours you qualify. Working
40 hours a week times 52 weeks is a total of 2080 hours.)

c. Sally Jones started work with The Regional Medical Center on June
20, 1984. She worked 20 hours a week. When does she become a
participant in the Retirement/Pension Plan?

(For example: Sally will be eligible on June 21,1955 since she fits under the 1976 part of Section
I "Eligibility", 5 which says if work for 12 months and 1,000 hours you qualify. Working 20 hours a
week times 52 weeks is a total of 1040 hours. Could figure this out by dividing 2080 hours you
figured for Frank by 2 since Sally worked exactly 1/2 the hours per week that Frank did.
Encourage these alternative approachesl))

d. Judy Workman started work with The Regional Medical Center on
April 28, 1987. For the first six months of her employment she
worked 15 hours a week. For the next 3 months, she worked 17
hours a week. Thereafter she worked 25 hours a week. When does
she become a participant in the Retirement/Pension Plan?

(For example: Judy worked a total of 390 hours for the first 6 months [15 hours x 26 weeks, or
15 added together 26 times; or 15 x 52 divided by 2, etc.), 221 hours for the next 3 months [13
weeks x 17 hours, etc.], and 325 hours for the last 3 months of that calendar year [13 weeks x
25 hours, etc.]. When you add all the totals, she only worked 936 hours. Since she did not work
the 1,000 hours, she is not yet eligible on April 29,1988. Under clause C, she will be eligible on
January 1st of 1959 because she will have worked 1000 hours during 1988.)
(Make sure participants explain all of these steps and the document support for their
conclusions.)
DISCUSS: Each group will be called on in turn to answer these questions until all

of them have been answered and the discussion is complete to everyone's
satisfaction. If you feel you need more practice with this kind of exercise,
note below the calculation steps that you want to practice and consult with
your instructor after class for some drill material in this area.

(If enough of the participants have a similar math drill problem, don't hesitate to help guide the
class as a whole. It's OK to give them drill anti other similar word problems at this point, since
the reason for knowing how to do this math has been demonstrated by the exercise.)
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EXPLORE AND EXPLAIN
MSDS FORMS

23. Material Safety Data Sheet (MSDS) forms are a very important part of your
work. Before we investigate the way numbers are used in this material, let's
learn more about the MSDS forms themselves. Find the answers to the
following questions in your work area and be prepared to report back the
results of your explorations to the rest of the class.

a. What is a Material Safety Data Sheet?
(Should be interesting what the participant's suggest for this answer. For example: Documents
that show how to handle the various chemicals that we use for cleaning supplies, etc.)

b. Are there any MSDS forms located within your work area? If yes,
why are they located there?

(This question and the following questions are designed to get participants curious about the
forms.)

c. If you have used an MSDS form on the job, what were the reasons
and circumstances for using it?

d. If you haven't used an MSDS form on the job, would you feel
comfortable in using one if the situation demanded it? Why or why
not?

e. Make a list of all the things that you would like to know about the
MSDS form? List as many as you want to.

(Encourage participants to give all the questions they really have. Take the time to help them
investigate the answers to these questions, at least the ones that won't be answered by the
next exercisc..)

DISCUSS: Report back to the class the results of your investigation of the MSDS
forms and the answers to these questions. Compare the use of MSDS forms
in the different departments represented in the class. After the discussion,
be prepared to explain to your classmates how you intend to use this
information about the MSDS forms on the job.

Then plan with your instructor how you will go about finding answers to the
questions you listed in answer to question e.
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NUMI3ERS IN THE
CONTEXT OF M5PS FORMS

Now we will explore more closely the use of numbers in one of these MSDS forms.
Your investigation of MSDS forms has lead you to read some of the forms. You
already know that there are a lot of numbers on these forms -- some very technical.
We are going to explore all of them knowing full well that we won't know them all
That's OK -- some of the numbers represent chemistry situations!

Well examine the numbers that we do know about and raise questions about the
rest. Don't forget it is the context of the MSDS forms in which the numbers are
used that is important to understand, and you have started to develop that context
by the investigation you did in answer to exercise 23.

24. Find the MSDS sheet for SaniMaster Ill in your Resource Manual. Briefly skim
the material. Your instructor will divide the class into groups. Each group is
to read the following questions and then more carefully read the MSDS form
to answer the questions.

a. How many different ways are numbers used to convey information in
the MSDS form? Please list below each way numbers are used and the
examples from the MSDS sheet.

THE WAY NUMBERS

ARE USED

(Some of the major ways numbers are used:
Organize by section numbers
telephone numbers

street addresses and zips
dates
time
temperature
show percents

chemical representations
document numbers

(Will be interesting to see how the participants
should be a lot more specific than given above.)

b. Place a clieckinark by each example item on your list that your group
does understand the context of the numbers used and what they
mean.

c. Place a question mark beside each item on your list that the group
does not understand. the context of the numbers used or what the
they mean.

EXAMPLE

Section I, etc.
Emergency number

Same address found in 2 places
At bottom of right hand column
Section 4, 15 minutes, etc.
Section Ill, boiling pt, IV, flash pt
Section II, 170, 0.170

Section II, & Ill
CRP #, E.P.A.#, I.D. #, C.A.S. #.

organize this. Their responses for examples
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DISCUSS: This discussion will use a different classroom procedure than we' have
been using. Follow the sequence of questions below.

A. Your instructor will first ask each group to contribute its list of the ways
numbers were used. The class will then agree to take out duplications if any
and agree on the final list. Write the revised list here. (Just write the list of
the different ways numbers are used, not all the examples that go with
them.)

FINAL LIST OF WAYS NUMBERS ARE USED

B. The instructor will then go through the list, one at a time, and ask for a
group that placed a check mark by these examples to explain to the rest of
the class what the group knows about the context of the number and what
the numbers used in the examples mean.

C. Make a list of the examples on the MSDS form that were not known by
any group below.

EXAMPLES OF THE USE OF NUMBERS NOT KNOWN BY THE CLASS.
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25. Your instructor will assign some of the number situations that were not
known to the groups to research in their text books. As you can see, some
of these numbers involve chemistry and are beyond the scope of the class,
so not all of the unknown numbers will be assigned for further study.

DISCUSS: Each group will makes its presentation on its assigned topic to the rest
of the class for discussion and comments. If you feel you need more
practice or more background information with any of the exercises
presented, write down your interests below and consult with your instructor
after class for some material in this area.

UNDERSTANDING THE CONTEXT
OF MATH PROBLEMS

In the following exercises, you will be asked some questions about individual math
problems. Most of these questions, however, don't ask you to come up with the
math answers right away. The initial questions are designed to start you thinking
about the math context of the problem, so that you can develop a framework for
math. So read the whole math problem situation first and then answer the
questions written below the problem. We are using this sequence because we are
concentrating on the steps needed to solve math problems, not on the answers yet.

26. The directions on the label.of GlassClene Pro states:

1 Part GlassClene Pro to 3 Parts Water.

How much GlassClene Pro and how much water would it take to fill a
container that holds one gallon?

THINKING ABOUT MATH

a. What does the word "part(s)" mean on this label?

(For example: It's like a fraction of something. In this case, the. total amount you want to make
should be broken down into 4 equal measures.)
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b. Is there a definite amount for something called a part?
(For example: It could be any amount as long as there is a 1 to 3 ratio maintained when mixing
the GlassClene and water, like 1 gallon of GlassClene to 3 gallons of water.)

c. Can you give an example of something done in the kitchen that uses
the idea of "part" as it is used in our math problem?

(For example: Sometimes recipes call for this depending on how much you want to make of a
dish. OR Household cleaning products use the same wording.)

d. Can you come up with a way to solve this problem that does not
directly involve math?

(For example: Take any container, fill it once with GlassClene, pour in a big container, then fill the
original container 3 times with water. [Well, there is s:111 some math in this, but not directly.])

e. How many different ways, using math, could you use to solve this
problem? (Don't forget, we don't want you to solve the problem; we
just want you to start thinking about solving it.)

(For example: Determine the full amount you want to make, and then divide by 4 to get the
amount of a single part. OR Find the amount of one part and then multiply by 4 to get the total
amount you will be making.)

f. Did the example of using "parts" in the kitchen help you to think about
a solution to this problem? How?

DISCUSS: As a class, discuss the answers to the above questions. Make a list of
the different ways the class suggests math can be used to solve this
problem.

27. Your instructor will divide you into groups. Each group will be assigned one
of the different ways to solve the problem. Please use the math texts to help
answer your questions and to support your calculations and answer. Each
member of each group should be prepared to relate to the rest of the class
how the group went about solving the problem, an explanation of each of the
steps they took, and the section of the math book that support the group's
answer.
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DISCUSS: Each group will present its solution to the class. The other members of
the class should listen carefully so that they can ask questions if they do not
understand any part of the explanation or the supporting material from the
math texts. If you feel you need more practice with this kind of exercise,
note below the calculation steps that you want to practice and consult with
your instructor after class for some drill material in this area.

(For example: One quart, since it takes 4 quarts to make a gallon and 1 part to 3 parts makes
four total parts.)

(If enough of the participants have a similar math drill problem, don't hesitate to help guide the
class as a whole. It's OK to give them drill and other similar word problems at this point since
the reason for knowing how to do this math has been demonstrated by the exercise.)

SAME SITUATION,
DIFFERENT MATH

Many times in math, you would finish one problem and go directly to another,
completely different one. In this book, you will explore the same problem from
different standpoints. We hope that this deeper exploration of one situation will
help you to place math within a relevant work context, to learn to think in the
context of math, and to understand when to use different calculation skills, not just
how to do them.

28. a. What does that paragraph mean to you?

b. What is the difference between knowing when to use different
calculation skills and knowing how to do them?

(Some people equate knowing how to acid subtract, etc. neatly arranged figures as knowing how
to do math, when the important skill is knowi j in a word problem or in the real world what
calculation skill to use. Calculators can be used to learn how to do add, etc., only you can tell
when you have to add.)

c. Is it important to know when to use a particular skill? Note your
answers here.

DISCUSS: Discuss your answers to these questions with the rest of the class.
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29. Here is another question which uses the same basic situation. The directions
on the label of GlassClene Pro states:

Part GlassClene to 3 Parts Water.

How much GlassClene Pro and how much water would it take to fill a
container that holds 128 ounces?

THINKING ABOUT MATH

a. How is this problem the same as in exercise 26? How is it different?
(For example: It is the same because we are going from the whole to the part. It is the same
because 128 ounces = a gallon. It is different in that in this problem you have to express your
answer in ounces whereas in the other problem you could use ounces or quarts.)

b. What words in this problem make it different from the other one? How
do these words affect the kind of math you do?

(For example: Ounces make the problem different. Doesn't really affect the kind of math you do
since you still have to divide, but if you use quarts, you could do it in your head and not on
paper.)

c. How many different kinds of math calculations can you use to solve
this version of the problem?

(For example: Can divide by 4; can do a ratio and proportion [don't bring it up if no one in the
class does].)

DISCUSS: Discuss your answers to these questions with the rest of the class.

30. Break into groups and each group solve the problem. Use the math books to
support your answers. Report back to the rest of the class on (1) your
answer, (2) all the math steps you took to come up with your answer, and
(3) the support you found in the math books for your work. If you feel you
need more practice with this kind of exercise, note below the calculation
steps that you want to practice and consult with your instructor after class
for some drill material in this area.
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SAME SITUATION,
DIFFEKENT MATH

NM.

31. Here's a new problem, using the same situation. The directions on the label
of GlassClene Pro states:

1 Part GlassClene to 3 Parts Water.

How much of the mixture can be made from a five gallon bottle of
GlassClene Pro?

THINKING ABOUT MATH

a. How is this problem the same as in exercises 26 and 29? How is it
different?

(For example: It's different because its going from the part to the whole instead of the whole to
the part. Same in that it uses the same ratio of 1 to 3.)

b. What words in this problem make it different from the other two? How
do these words affect the kind of math you do?

(For example: The words "how much of the mixture can be made from", which indicates it goes
from the part to the whole.)

c. How many different kinds of math calculations can you use to solve
this version of the problem?

(For example: Can multiply by 3; can do a ratio and proportion.)

DISCUSS: Discuss your answers to the above questions with the class. What
conclusions can you make about the importance of words in math problems?
How do the words in the problem relate to the form that the answer should
take?
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32. Break into groups and each group solve the problem. Use the math books to
support your answers. Report back to the rest of the class on (1) your
answer, (2) all the math steps you took to come up with your answer, and
(3) the support you found in the math books for your work. Note below any
interesting points the discussion brings up.

THINK LIKE A TEACHER

33. Now its your turn to come up with a math problem that uses this same
situation. This exercise will help you to see that it is in the words of the
problem that the math is found. Your instructor will divide the class into
groups. Each group will create one problem from the basic situation we have
been dealing with. Here is how the problem will start out.

The directions on the label of GlassClene Pro states:

1 Part GlassClene to 3 Parts Water.

Add your question to this situation. The question should be different from
the ones we have used to this point. Be creative. Try to ask a problem that
might come up on the job. Then solve your problem in the group and find
support for your calculations in the math book.

(For example: If you had a four gallon jug in which to mix the product, how much water and how
much GlassClene Pro would you use?)

Then your instructor will ask each group in turn to present its problem
(without the answer!) to the rest of the class for them to discuss and
attempt to solve. If you feel you need more practice with this kind of
exercise, note below the calculation steps that you want to practice and
consult with your instructor after class for some drill material in this area.

(If enough of the participants have a similar math drill problem, don't hesitate to help guide the
class as a whole. It's OK to give them drill and other similar word problems at this point, since
the reason for knowing how to do this math has been demonstrated by the exercise.)
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THINK LIKE A LEARNER

34. After all the groups have completed their presentations and the class has
solved all the problems, discuss the following questions.

a. What have you learned about math in this series of exercises which
used the directions from GlassClene Pro?

(Let the participants express themselves, even if it is negative. If positive, ask them for reasons,
explanations, and examples. Encourage them sharing some of the basic things they learned or
how they might now look at math in a new way.)

b. What have you learned about the relationship between words and
math in math situations at work?

(These exercises were designed to show that it is the words in the math context that dictate
what math skills to use. Let's hope they see the reading of the problem to be as important as
doing the math calculations.)

c. Was it easier to answer the problem these exercises asked or was it
easier to create your own problem? In which situation did you learn
the most? Why?

(Will be interesting to hear the participants' responses. Ask them to give explanations and
reasons or their conclusions.)

d. Which is a better way to learn: Looking for support in the math text on
a problem you have, or reading pages a teacher might assign and then
doing the assigned problem? Why?

(I do hope they see that looking for their own support allows them to take control of the
situation, whereas when teachers assign problems, the teachers are In control. When
participants are on the job, they have to solve problems on their own; teachers aren't there to
assign pages to read or suggest solutions.
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NEW SITUATION,
SAME MATH

35. This exercise presents a new situation. See if you can apply some of the
math thinking you have just gone through to solve this problem. Just read
the problem situation first and then answer the questions that follow.

How much Floor Star Degreaser and how much water
should you use to fill your gallon bucket and clean the
tiles on the kitchen wails? The label has the following
Mixing and Use Instructions.

1. Use the following guidelines to determine correct
dilution:
wall (painted and ceramic) 1-3 oz/gal
floors (resilient and mineral) -- light soil 2-4 oz/gal
floors (mineral) -- heavy soil 30-40 oz/gal

EINK1NG ABOUT MATH

a. What does the "I" mean in the instructions?

(For example: Means per or 1 to 3 ounces for each 1 gallon.)

b. What words do you have to understand to help you with this math
problem?

(For example: Have to know the words in parenthesis, know what "dilution" means, know what
"oz" and "gal" mean.)

c. What is different about this problem compared to the GlassClene Pro
questions asked previously?

(For example: Seems like you add this cleaner to a container that already holds a specific
quantity of water.)

d. Can you come up with a way to solve this problem that does not
directly involve math?

(For example: Find a gallon bucket, fill it with water and measure out the necessary ounces.
[Again, hope the participants come up with more Ingenious solutions.)
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e. How many different ways, using math, could you use to solve this
problem? (Don't solve the problem yet.)

(For example: Not many different ways. If I have a five gallon container and was going to put five
gallons of water in it, I would then multiply the oz by 5 to put in the correct amount.; again,
could do a ratio and proportion calculation.)

DISCUSS: As a class, discuss the answers to the above questions. Make a list of
the different ways the class suggests math can be used in this
situation.

36. Your instructor will divide you into groups. Each group will be assigned one
of the different ways to solve the problem. Please use the math texts to help
answer your questions and to support your calculations and answer. Each
member of each group should be prepared to relate to the rest of the class
how they went about solving the problem, an explanation of each of the
steps they took, and the math book sections that support the group's
answer.

DISCUSS: Each group will present its solution to the class. The other members of
the class should listen carefully so that they can ask questions if they
do not understand any part of the explanation or the supporting
material from the math texts. If you feel you need more practice with
this kind of exercise, note below the calculation steps that you want
to practice and consult with your instructor after class for some drill
material in this area.

(If enough of the participants have a similar math drill problem, don't hesitate to help guide the
class as a whole. It's OK to give them drill and other similar word problems at this point, since
the reason for knowing how to do this math has been demonstrated by the exercise.)
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SAME SITUATION,
DIFFERENT MATH

37. Here is another problem that uses the same situation:

How much Floor Star Degreaser and how much water
should you use to fill your gallon bucket and clean the
lobby floor after a heavy rain storm? The label has the
following Mixing and Use Instructions.

1. Use the following guidelines to determine correct
dilution:
wall (painted and ceramic) 1-3 oz/gal
floors (resilient and mineral) -- light soil 2-4 oz/gal
floors (mineral) -- heavy soil 30-40 oz/gal

LTHINKING ABOUT MATH]

a. How many ways is this problem the same as the one in exercises 26,
29, and 31?

(A comparison exercise. Allows the participants to analyze and evaluate. For example: This is
more like 26 and 29 as it goes from whole to the particular; all dealing with cleaning materials.)

b. How many ways is this problem different from exercises 26, 29, and
31?

(For example: You have to know what you are cleaning to determine the correct dilution rate;
don't have a general category called parts, have specific numbers in ounces and gallons; etc.)

c. How many different kinds of math calculations can you use to solve
this version of the problem?

(For example: You multiply both ounces and gallons by the same figure, depending on the total
volume of the container; again can use ratio and proportion. [If you get into ratio and proportion
at this time, can go back and do ratio calculations with the other exercises.])

DISCUSS: Discuss your answers to these questions with the rest of the class.
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38. Break into groups and each group solve the problem. Use the math books to
support your answers. Report back to the rest of the class on (1) your
answer, (2) all the math steps you took to come up with your answer, and
(3) the support you found in the math books for your work. If you feel you
need more practice with this kind of exercise, note below the calculation
steps that you want to practice and consult with your instructor after class
for some drill material in this area.

(If enough of the participants have a similar math drill problem, don't hesitate to help guide the
class as a whole. It's OK to give them drill and other similar word problems at this point, since
the reason for knowing how to do this math has been demonstrated by the exercise.)

THINK LIKE A TEACHER

39. Now its your turn to come up with a math problem that uses this same
situation. The previous exercises will help you to see that it is in the words
of the problem that the math is found. Your instructor will divide the class
into groups. Each group will create one problem from the basic situation we
have been dealing with.

Here is how the problem will start out.

The label of Floor Star Degreaser has the following
Mixing and Use Instructions.

1. Use the following guidelines to determine correct
dilution:
wall (painted and ceramic) 1-3 oz/gal
floors (resilient and mineral) -- light soil 2-4 oz/gal
floors (mineral) -- heavy soil 30-40 az/gal

Add your question to this situation. The question has to be different from the
ones we have used to this point. Be creative. Try to ask a problem that might
come up on the job. Then solve your problem in the group and find support
for your calculations in the math book.
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Then your instructor will ask each group in turn to present its problem
(without the answer!) to the rest of the class for them to discuss and
attempt to solve.

40. Here is the final problem involving labels of some of the products that you
see on your job. The product Floor Star DuoClene has the following mixing
instructions:

FOR SHOWER SCRUBBING -- Mix 5 oz. of DuoClene with
water to make 1 gallon; use mixture for shower scrubbing.

a. How much water will you use to make a gallon of the mixture?

(For example: Here I would have to convert gallons to ounces [128 ounces], subtract 5 oz from
128 ounces which equals 123 ounces.)

b. How would you measure to get the correct volume of water?

(For example: The hard part would be to actually measure 123 ounces r ' water. I might fill up a
gallon container with water, and then take a measuring spoon and take out five ounces.

41. You can see how instructions in problems that look similar can make a big
difference in the kind of math you do. Now you are going to compare how
mixing instructions are stated and the differences these various instructions
make in the kind of math you have to do. Here are the three types of
instructions we have worked with.

A. "Mix 1 part of the product to 3 parts water;"

B. "Mix 1-3 oz/gal;"

C. "Mix 5 oz. of the product to make 1 gallon of the mixture."

Your instructor will divide the class into groups. Each group is to determine the
difference between the instructions on labels that we have examined; these
instructions are set forth below. Determine for each instruction:
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a. Now is each of these instructions different from the others?

(For example: In A, I have to determine what I consider to be a part and then multiply the
product by 1 and the water by 3; in [3, I have to determine how many gallons I will need and then
fill the container with that number of gallons of water and then multiply the ounces by that
same number; in C, I have to make exactly an even gallon or gallons of the mixture, so after
determining the number of gallons I want, I have to use that number to multiply the number of
Ounces of the product I need and then subtract that amount from the amount of water I put in
the container.)

b. What are the words and/or sentence structure that makes each set
of instructions different?

(For example: A: "1 part to 3 parts;" "oz/gal;" C: "ounces of product to make gallon of
mixture.")

c. What kind of math is required to be done because of the way the
instructions are worded.

(For example: A: determine what a part is and then multiply that part by 3 to get the water; 13:
determine how many gallons you want and then multiply the ounces by that number; C:
determine how many gallons you want, multiply the ounces by that number and then subtract
the number of ounces from the total amount of the water.)

d. Can these instructions be reworded to make them all consistent
with each other? Why or why not?

(For example: Not sure they can since the total amounts of the mixture are all different.)

DISCUSS: Each group will present to the class its conclusions on one of the
instructions until all groups have covered all the questions and issues.
Discuss any new calculation skills that this exercise has uncovered.
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42. After all the groups have completed their presentations, discuss the following
questions.

a. What have you learned about math in this series of exercises?

b. What have you learned about the relationship between words, math,
abbreviations, and symbols?

c. Was it easier to answer the problem these exercises asked or was it
easier to create your own problem? Why?

d. In which situation did you learn the most? Why?

e. Which is a better way to learn: Looking for support in the math text on.
a problem you have or reading pages a teacher might assign and then doing a
problem? Why?
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The Regional Medical Center
Project VISIONS

The Numbers and Charts Course

AN INTRODUCTION WHERE YOU
HAVE BEEN AND WHERE YOU ARE
GOING!

We are going to take advantage of your vocabulary, dictionary, and other thinking
and problem-solving skills learned in the VOCABULARY course and transfer them tohelp you explore numbers, math, and charts that occur on your job. You will be
asked, at first, non-math questions about numbers and math situations just to get
you thinking about numbers and math. Later, you will get more practice and drills in
math calculations. Don't forget that one of the major objectives in these courses is
to get you to THINK AND UNDERSTAND about a subject, not just do drills.

Transferring skills from one course to another and from the classroom to the work
place is an important goal of this workplace project. Thinking about transferring
skills will help you think and problem-solve within the context of work and use
what you already know to help you solve new problems. So we will be continually
asking you how the skills you learned in the vocabulary course can be used in a
math course, and how the skills you learned in the classroom can be used on thejob.

ORGANIZING INFORMATION -- CLASSIFICATION

1. One of the major skills you learned in the vocabulary course is to organize
information and words in different ways. List at least two ways that you
organized (or classified) the words in the vocabulary course.

2. Can numbers be used to organize information? Give an example.

3. Does the hospital use numbers to organize information? List as many ways
as possible the Hospital uses numbers to organize information.
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DISCUSS: Discuss with the class how both numbers and letters are useful to
organize information. Talk about how numbers and letters are similar in
organizing information and how they are the different. Be prepared with as
many examples as possible of the use of letters and numbers to organize
information. Note here any new ways to organize information that you get
from the class discussion.

UNDERSTANDING NUMBER
CONTEXT -- LADELING

12111MMI

In the vocabulary course, you did labeling and categorization exercises using words.
Do you think you can do the same kind of exercises with numbers? First, we'll try
using a labeling exercise with numbers. If you want to refresh your recollection
about how you went about analyzing this kind of exercise, go back to your
Vocabulary Course workbook at exercises 18 and 19 (pages 19 and 20) and reread
the steps you went through to solve these labeling problems. (This is an example
of using the skills you have already developed to learn about math!)

4. Here are groups of numbers and/or groups of numbers with symbols and/or
words (which we will call number phrases). Determine what each group of
numbers or number phrases have in common and write the most accurate
label for each group on the line above. In other words, try to determine the
context, the situation, in which these numbers might occur; this will give you
a clue as to the label that could describe them. The very first problem is
from the vocabulary course and is included as an example!

Hospital Telephone
A. Extensions B.

2430 1/4
2422 1/2

3/4

C. D.
.25 25%
.50 50%
.75 75%
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E. F.
12 = 1 60 = 1

3 = 1 60 = 1
100 = touchdown! 24 = day

G.
3 East
3 West
4 West

H.
1 oz./gal.

16 oz./gal
1 part to 3 parts

1. J.
1

5
30

= 3.8
= 18.9
=113

32
98.6
212

K. L.
one-half half dollar
three-quarters three quarters
one-tenth dime

PROCESS YOUR PROBLEM-
SOLVING SKILLS

DISCUSS: What was the same and what was different about the way you went
about solving these "number" problems and the way you solved the
vocabulary problems?

DISCUSS: The box that introduced these labeling exercises said: "Understanding
Number Context." What do you think the "context' or "the context of the
situation" has to do with solving these labeling problems?
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Give an example or two from exercise 4 that indicates the context of the
numbers leads to its solution.

Please take some time to think about and discuss the concept of number context
because you will be (1) looking at hospital contexts and situations that involve"
numbers, and (2) attempting to solve the problems from a math point of view. You
will viewing these problems in the way a math person would. This means math is
not the only way to solve a problem, but it is one way to do so.

THINK LIKE A TEACHER

5. You are going to continue to think like a teacher, but now you are going to
start to think in the context of a math teacher! Prepare 3 or 4 three number
or number phrase groups like those in exercise 4 using situations from
around the hospital. Your instructor will choose one or two of your number
labeling groups and ask you to place them on the board (without the
answer!) and to conduct class on your word group. Note here points that you
want to remember from other classmates' word groups.

TFL02....:LIKE A LEARNER I

This new series of exercises -- Think Like A Learner -- will help you focus on what
YOU learned about thinking, learning, and transferring skills from one context to
another. Don't be limited to what was specifically being taught in the classroom or
in this text. Take all this material and make it relevant to YOU; and what is relevant
to you may not be what is directly being taught. If something you already know
"clicked" in a new way, make note of that!

52



TRMC / Project VISIONS Numbers & Charts 5

6. What was the most interesting thing you learned from these exercises so
far? Why is it interesting?

7. What was the most interesting thing you learned that was not directly a part
of the exercise, something old that clicked in a new way? Be specific.

DISCUSS: Discuss with the rest of the class your answers to the above two
questions.

UNDERSTANDING NUMBER
CONTEXT -- CATEGORIZATION

Now we are going to try to do a categorization exercise with numbers instead of
words. If you want to refresh your recollection about how you went about
analyzing this kind of exercise, go back to your Vocabulary Course workbook at
exercises 21 and 22 [pages 22 through 241 and reread the step's you went through
to solve these categorization problems. To repeat, this is an example of using the
skills you have already developed to learn about math and number context!

8. Don't forget you have to have a reason for picking the number or number
phrase that doesn't fit within the context of the other numbers or phrases.
You instructor will make available some math books for you to use as a
resource to answer some of these problems. You may even need your
dictionary for some of these problems!

A. 1/3 REASON:
.5
50%
1/2
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B. decorate REASON:
quzi-s3r
multiply
divide

C. part REASON:
add
decimal
fraction

D. $.50 REASON:
$.05
$.75
$.25

E. REASON:

F. 1/2 REASON:
5/10
1/3
8/16

G. 1 = 3.8
5 = 18.9
10 = 50
30 =113
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PROCESS YOUR PROBLEM-
SOLVING SKILLS

DISCUSS: What was the same and what was different about the way you went
about solving thew categorization "number" problems and the way you
solved the categorization vocabulary problems?

THINKING ABOUT THINKING
IN CONTEXT

9. Read the following statement and be prepared to discuss what you think it
means.

The thinking skills that are the same in solving the
vocabulary and number categorization exercises are
thinking skills that are more general and can be applied
to many other contexts and situations. The thinking skills
that are different means that they are related more to the
context in which they arise.

10. Make a list of the "general thinking skills" that you can be used in many
situations and give an example or two of other "contexts" or situations in
which each general skill you listed can be used.
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11. Make a list of the thinking skills that you believe are more related to the math
context.

DISCUSS: With the rest of the class, discuss your interpretation of the quote in
exercise 9 and your list of general thinking skills (exercise 10) and your math
thinking skills (exercise 11). Place all the math thinking skills that the class
developed in the space below.

THINK LIKE A TEACHER]

12. Prepare 3 or 4 number or number phrase groups like those in exercise 6 using
situations from around the hospital. Make one of the four numbers or words
in the groups not fit with the others. Your instructor will choose one or two
of your number categorization groups and ask you to place them on the
board (without the answer!) and to conduct class on your word group. Note
here points that you want to remember from other classmates' word groups.

LTHINK LIKE A LEARNE71

13. Was it easier to answer the book's categorization problems in exercise 8 or
was it easier to develop your own categorization problems? Why? In which
activity did you feel that you learned more? Why?
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FROM NUMBERS IN CLASS
TO NUMBERS AT WORK

To this point, we have explored many kinds of numbers, attempting to create a
context to try to better understand the numbers. We have seen how numbers are
used to organize information (floor numbers, telephone numbers, the numbers of
these exercises, etc.), and we have seen how numbers convey information
(fractions, percents, money, etc.). When numbers are used to organize or convey
information, they are always used in conjunction with other words, symbols, or
abbreviations which supply the context of numbers we have been exploring.
Numbers don't mean anything without the context.

For example, if we say 55, that is a meaningless number. lf, however, I say 55
mph, now we can translate the abbreviation, come up with "miles per hour", and
understand that 55 mph might be a reference to a speed limit on the road.

The numbers we explored so far were number activities found in the classroom.
Now, we are going to explore numbers, how they are used, and what they mean, in
a very specific context: your workplace.

USING NUMBERS TO ORGANIZE
AND CONVEY INFORMATION

14. The first workplace document you will explore is the Job Description for
Housekeeper I found in your Resource Manual. Your instructor will divide the
class into two groups. One group will circle all the numbers found on the job
description that organize information and will be prepared to explain to the
rest of the class how the* numbers are used to organize. The other group will
circle all the numbers that convey information and will be prepared to explain
to the rest of the class what information is being conveyed by the numbers.
If some numbers might convey information and at the same time organize
information, both groups should be prepared to state how the numbers do
that.
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DISCUSS: Each group will makes its presentation to the class and be prepared to
answer classmate's questions. Note in the space below anything new you
have learned during the presentation or discussion.

[--WORDS THAT REQUIRE
NUMBERS IN DOCUMENTS

41111010M,

15. The next document you will explore is the Blue Cross Blue Shield Dental
Services Claim Form, found in your Resource Manual. Your instructor will
divide you into two groups. One group is to find all of the words on the form
that require the person filling it out to insert numbers. The group should be
prepared to explain what kinds of numbers are required and what they mean.
The other group is to study the diagram in the middle of the page against the
right hand margin, explain what the diagram represents, determine what the
numbers and letters represent, and, finally, how that information is used in
other places on the form. This group is also to explain the service codes on
along the bottom of the page and determine where they are to be used on
the form.

DISCUSS: Each group will make its presentation to the class and be prepared to
answer classmate's questions. Note in the space below anything new you
have learned during the presentation or discussion.

58



TRMC / Project VISIONS Numbers & Charts 11

USING NUMBERS TO ORGANIZE
INFORMATION: THE CALENDAR

16. The next document you will explore is the Grievance Procedure portion of the
Personnel Policy Regulations found in your Resource Manual. Skim the
document briefly, circle all the numbers found in the document, and then
read the following questions and then go back to the document and study it
more carefully in order to answer these questions:

a. Why does the policy number change on each of the pages?

b. Explain how numbers and letters are used to organize information in
the outline form the document uses? Be prepared to explain each level
of the outline and how the numbers and letters show relationships
among information.

c. Under roman numeral IV., explain the difference between "ten (10)
calendar days" (as found in First Step) and "five (5) working days" (as
found in First, Second, and Third Step).

DISCUSS: Share your responses with the rest of the class. Determine whether the
numbers referred to in questions a, b, and c are used for organizing
information or for conveying information. Note in the space below anything
new you have learned during the discussion.

59



TRMC / Project VISIONS Numbers & Charts 12

17. Based on the definitions that you have suggested for "calendar days" and
"working days" in part IV. of the Grievance Procedure, work through the
situations below and answer the questions. You will need a 1994 calendar
for this task.

a. Mn employee thinks he has a grievance on January 25th, 1994. Give
the date of the last day he can present his concern to his immediate
supervisor or department head. Be prepared to explain how you arrived
at your answer.

b. The employee has filed his grievance on January 27th. What is -he
latest date the supervisor or department head can render a decisi ,n?
Be prepared to explain how you arrived at your answer.

c. This matter goes all the way to Fourth step where the Medical Center
President has to write a decision. The administrative staff reached a
decision on February 9, 1994. What is the latest date the Medical
Center President can render his or her decision? Be prepared to explain
how you arrived at your answer.

DISCUSS: Discuss your answers to these questions with the rest of the class. If
you feel you need more practice with this kind of exercise, note below the
calculation steps that you want to practice and consult with your instructor
after class for some drill material in this area.
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18. Calendars use numbers to organize time. As seen in the Grievance
Procedure, numbers had to be translated to calendar dates to set the time
limits for various stages of the Grievance Procedure Process. A calendar is
one kind of chart organizing time, but it is not the only way to organize time.
The Regional Medical Center has devised it's own form to organize time for
the specific purpose of scheduling when employees will report to report to
work and when they are off from work. This chart is called the Working
Schedule, a blank copy of which is in your Resource Manual.

The instructor will divide you into groups. Using a blank Working Schedule,
each group is to fill in the beginning and ending dates, the month row, the
date row, and the time off of specific employees based on the information
below. You will need a 1994 for this task.

The work period runs from the third Monday in March
(1994) for six full weeks. Employee Carle Smith does not
work Saturdays or Sundays during this period. Francis
Jones doesn't work on Fridays and works alternating
Saturdays and Sundays starting the first weekend. Diane
Thompson doesn't work on Mondays and works
alternating Saturdays and Sundays starting the second
weekend.

Concentrate on how words are used to convey information to be translated
into dates (as in the Grievance Procedure exercise). Each member of the
group should be prepared to defend the work of the group by being able to
explain the steps used to arrive at each decision that was made and be able
to support the each decision.

DISCUSS: Your instructor will call on individuals to explain each of the blanks that
were required to be filled in. Other members of the group should be available
to support the group member who was called on.. Note below interesting
approaches to the decisions that were made.
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DISCUSS: Can you think of other ways to organize the Work Schedule that would
make it easier to complete or easier to follow?

ITHINK LIKE A TEACHER I

19 Bring to class similar work or inventory organizing charts used in your work
or which others in your area use. Be prepared to make a presentation to the
class to explain how your chart is constructed and how it uses numbers to
organize or convey information. Use the space below for notes from charts
you find of interest.

USING NUMBERS TO
SET PRIORITIES

20. The Weekly Inspection Report uses numbers in a different way from what we
have analyzed so far. Find the Weekly Inspection Report in your Resource
Manual. Skim the document briefly and then break into groups. Each group
should read the following questions and then go back to the document and
study it more carefully in order to answer these questions:

a. What is the total of each of the columns of figures that are preprinted
in each box? Is there any other place in the document that indicates
what those totals might be?

b. For what purpose are the numbers used in each of the four boxes?
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c. Which activities in the "Entrance Lobby" is the most important? How
do you know?

d. List below the activities in the "Patient Rooms" in their order of
importance? Be prepared to explain how you arrived at the order of
your list.

e. Out of the activities in all four boxes, which activity do you think is
the most important? How do you know?

f. Using all four boxes, list the six most important activities?\ow do you
know?

g. Try to find a pattern in the information you obtained from exercise e
and f above? Explain in specific detail the pattern you see. If your
group finds more than one pattern, be prepared to explain them.

DISCUSS: Each group will be called on in turn to answer these questions until
questions have been answered and the discussion is complete to
everyone's satisfaction. If you feel you need more practice with this.
kind of exercise, note below the calculation steps that you want to
practice and consult with your instructor after class for some drill
material in this area.
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USING NUMBERS TO CONVEY
INFORMATION: TIME

21. The next document we will examine from the point of view of numbers is the
Cafeteria Benefits Policy found in your Resource Manual. This document uses
time to convey when the cafeteria is opened for employees and visitors.
Skim the one page document briefly and break into groups. Each group
should read the following questions and then go back to the document and
study it more carefully in order to answer these questions.

Each group should also be prepared to explain in detail all the steps and all
the calculations used to arrive at each of the answers called for.

a. How many hours is the cafeteria available for a coffee break for
employees?

How many minutes is that?

b. How many hours is the cafeteria available for employee breakfast?

How many minutes is that?

Did you have any difficulty in answering the first part of this question?
Why?

c. Expressing an answer in hours, what is the difference between the
time the cafeteria is opened for dinner to employees and to visitors?

Now express that answer in minutes.
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e. Compare the times the cafeteria is opened to employees and to
visitors. How much longer is the cafeteria opened for employees than
it is for visitors? How many different ways can you use to come up
with this answer? How many different ways can you express these
answers. Be creative and don't stop at just one approach.

[THINK LIKE A TEACHER

DISCUSS: Before exploring answers to the above questions with the whole class,
discuss: How does the requirement of having to explain in detail all the
calculations you make on a problem (which is another way to say "show all
your work") help you to learn?

Now discuss your answers to questions a through e. If you feel you need
more practice with this kind of exercise, note below the calculation steps
that you want to practice and consult with your instructor after class for
some drill material in this area.

22. Time is not only expressed in hours and minutes. It can also be expressed in
terms of weeks, months, and years, as it is in the next document you will
examine, the Retirement/Pension Plan of the Benefits Section of the
Personnel Manual. Find this material in your Resource Manual and skim it.
Your instructor will break the class into groups. Each group should read the
following questions and then go back to the document and study it more
carefully in order to answer these questions.

Each member of group should be prepared to support the group's answers
with all the steps it took and the calculations it made.
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a. Using your experience from this cla.3s with using numbers and letters
to organize information, how could you more effectively organize the
outline structure of the various subheadings under Eligibility to
eliminate the use of the double "A", "B", etc.

b. Frank Graham stuted work with The Regional Medical Center on
December 7, 1981. He was a full-time employee working 40 hours
per week. When does he become a participant in the
Retirement/Pension Plan?

c. Sally Jones started work with The Regional Medical Center on June
20, 1984. She worked 20 hours a week. When does she become a
participant in the Retirement/Pension Plan?

d. Judy Workman started work with The Regional Medical Center on
April 28, 1987. For the first six months of her employment she
worked 15 hours a week. For the next 3 months, she worked 17
hours a week. Thereafter she worked 25 hours a week.. When does
she become a participant in the Retirement/Pension Plan?

DISCUSS: Each group will be called on in turn to answer these questions until all
of them have been answered and the discussion is complete to everyone's
satisfaction. If you feel you need more practice with this kind of exercise,
note below the calculation steps that you want to practice and consult with
your instructor after class for some drill material in this area.
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EXPLORE AND EXPLAIN
MODS FORMS

23. Material Safety Data Sheet (MSDS) forms are a very important part of your
work. Before we investigate the way numbers are used in this material, let's
learn more about the MSDS forms themselves. Find the answers to the
following questions in your work area and be prepared to report back the
results of your explorations to the rest of the class.

What is a Material Safety Data Sheet?

b. Are there any MSDS forms located within your work area? If yes,
why are they located there?

c. If you have used an MSDS form on the job, what were the reasons
and circumstances for using it?

d. If you haven't used an MSDS form on the job, would you feel
comfortable in using one if the situation demanded it? Why or why
not?

e. Make a list of all the things that you would like to know aboLit the
MSDS form? List as many as you want to.

DISCUSS: Report back to the class the results of your investigation of the MSDS
forms and the answers to these questions. Compare the use of MSDS forms
in the different departments represented in the class. After the discussion,
be prepared to explain to your classmates how you intend to use this
information about the MSDS forms on the job.

Then plan with your instructor how you will go about finding answers to the
questions you listed in answer to question e.
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NUMBERS IN THE
CONTEXT OF M505 FORMS

Now we will explore more closely the use of numbers in one of these MSDS forms.
Your investigation of MSDS forms has lead you to read some of the forms. You
already know that there are a lot of numbers on these forms -- some very technical.
We are going to explore all of them knowing full well that we won't know them all
That's OK -- some of the numbers represent chemistry situations!

We'll examine the numbers that we do know about and raise questions about the
rest. Don't forget it is the context of the MSDS forms in which the numbers are
used that is important to understand, and you have started to develop that context
by the investigation you did in answer to exercise 23.

24. Find the MSDS sheet for SaniMaster III in your Re Source Manual. Briefly skim
the material. Your instructor will divide the class into groups. Each group is
to read the following questions and then more carefully read the MSDS form
to answer the questions.

a. How many different ways are numbers used to convey information in
the MSDS form? Please list below each way numbers are used and the
examples from the MSDS sheet.

THE WAY NUMBERS

ARE USED EXAMPLE

b. Place a check mark by each example item on your list that your group
does understand the context of the numbers used and what they
mean.

c. Place a slueaticaunack beside each item on your list that the group
does not understand the context of the numbers used or what the
they mean.
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DISCUSS: This discussion will use a different classroom procedure than we have
been using. Follow the sequence of questions below.

A. Your instructor will first ask each group to contribute its list of the ways
numbers were used. The class will then agree to take out duplications if any
and agree on the final list. Write the revised list here. (Just write the list of
the different ways numbers are used, not all the examples that go with
them.)

FINAL LIST OF WAYS NUMBERS ARE USED

B. The instructor will then go through the list, one at a time, and ask for a
group that placed a check mark by these examples to explain to the rest of
the class what the group knows about the context of the number and what
the ntimbers used in the examples mean.

C. Make a list of the examples on the MSDS form that were not known by
any group below.

EXAMPLES OF THE USE OF NUMBERS NOT KNOWN BY THE CLASS.
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25. Your instructor will assign some of the number situations that were not
known to the groups to research in their text books. As you can see, some
of these numbers involve chemistry and are beyond the scope of the class,
so not all of the unknown numbers will be assigned for further study.

DISCUSS: Each group will makes its presentation on its assigned topic to the rest
of the class for discussion and comments. If you feel you need more
practice or more background information with any of the exercises
presented, write down your interests below and consult with your instructor
after class for some material in this area.

UNDERSTANDING THE CONTEXT
OF MATH PROBLEMS

In the following exercises, you will be asked some questions about individual math
problems. Most of these questions, however, don't ask you to come up with the
math answers right away. The initial questions are designed to start you thinking
about the math context of the problem, so that you can develop a framework for
math. So read the whole math problem situation first and then answer the
questions written below the problem. We are using this sequence because we are
concentrating on the steps needed to solve math problems, not on the answers yet.

26. The directions on the label of GlassClene Pro states:

1 Part GlassClene Pro to 3 Parts Water.

How much GlassClene Pro and how much water would it take to fill a
container that holds one gallon?

THINKING ABOUT MATH I

a. What does the word "part(s)" mean on this label?
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b. Is there a definite amount for something called a part?

c. Can you give an example of something done in the kitchen that uses
the idea of "part" as it is used in our math problem?

d. Can you come up with a way to solve this problem that does not
directly involve math?

e. How many different ways, using math, could you use to solve this
problem? (Don't forget, we don't want you to solve the problem; we
just want you to start thinking about solving it.)

f. Did the example of using "parts" in the kitchen help you to think about
a solution to this problem? How?

DISCUSS: As a class, discuss the answers to the above questions. Make a list of
the different ways the class suggests math can be used to solve this
problem.

27. Your instructor will divide you into groups. Each group will be assigned one
of the different ways to solve the problem. Please use the math texts to help
answer your questions and to support your calculations and answer. Each
member of each group should be prepared to relate to the rest of the class
how the group went about solving the problem, an explanation of each of the
steps they took, and the section of the math book that support the group's
answer.
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DISCUSS: Each group will present its solution to the class. The other members of
the class should listen carefully so that they can ask questions if they do not
understand any part of the explanation or the supporting material from the
math texts. If you feel you need more practice with this kind of exercise,
note below the calculation steps that you want to practice and consult with
your instructor after class for some drill material in this area.

SAME
DIFFERENT MATH

Many times in math, you would finish one problem and go directly to another,
completely different one. In this book, you will explore the same problem from
different standpoints. We hope that this deeper exploration of one situation will
help you to place math within a relevant work context, to learn to think in the
context of math, and to understand when to use different calculation skills, not just
how to do them.

28. a. What does that paragraph mean to you?

b. What is the difference between knowing when to use different
calculation skills and knowing how to do them?

c. Is it important to know when to use a particular skill? Note your
answers here.

DISCUSS: Discuss your answers to these questions with the rest of the class.

72



TRW / Project VISIONS Numbers & Charts 25

29. Here is another question which uses the same basic situation. The directions
on the label of GlassClene Pro states:

1 Part GlassClene to 3 Parts Water.

How much GlassClene Pro and how much water would it take to fill a
container that holds 128 ounces?

THINKING ABOUT MATH

a. How is this problem the same as in exercise 26? How is it different?

b. What words in this problem make it different from the other one? How
do these words affect the kind of math you do?

c. How many different kinds of math calculations can you use to solve
this version of the problem?

DISCUSS: Discuss your answers to ,hese questions with the rest of the class.

30. Break into groups and each group solve the problem. Use the math books to
support your answers. Report back to the rest of the class on (1) your
answer, (2) all the math steps you took to come up with your answer, and
(3) the support you found in the math books for your work. If you feel you
need more practice with this kind of exercise, note below the calculation
steps that you want to practice and consult with your instructor after class
for some drill material in this area.
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SAME SITUATION,
DIFFERENT MATH

31. Here's a new problem, using the same situation. The directions on the label
of GlassClene Pro states:

1 Part GlassClene to 3 Parts Water.

How much of the mixture can be made from a five gallon bottle of
GlassClene Pro?

THINKING ABOUT MATH

a. How is this problem the same as in exercises 26 and 29? How is it
different?

b. What words in this problem make it different from the other two? How
do these words affect the kind of math you do?

c. How many different kinds of math calculations can you use to solve
this version of the problem?

DISCUSS: Discuss your answers to the above questions with the class. What
conclusions can you make about the importance of words in math problems?
How do the words in the problem relate to the form that the answer should
take?
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32. Break into groups and each group solve the problem. Use the math books to
support your answers. Report back to the rest of the class on (1) your
answer, (2) all the math steps you took to come up with your answer, and
(3) the support you found in the math books for your work. Note below any
interesting points the discussion brings up.

33. Now its your turn to come up with a math problem that uses this same
situation. This exercise will help you to see that it is in the words of the
problem that the math is found. Your instructor will divide the class into
groups Each group will create one problem from the basic situation we have
been dealing with. Here is how the problem will start out.

The directions on the label of GlasSCIene Pro states:
,/
1 Part GlassClene to 3 Parts Water.

Add your question to this situation. The question should be different from
the ones we have used to this point. Be creative. Try to ask a problem that
might come up on the job. Then solve your problem in the group and find
support for your calculations in the math book.

Then your instructor will ask each group in turn to present its problem
(without the answer!) to the rest of the class for them to discuss and
attempt to solve. If you feel you need more practice with this kind of
exercise, note below the calculation steps that you want to practice and
consult with your instructor after class for some drill material in this area.
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THINK LIKE A LEARNER 1

34. After all the groups have completed their presentations and the class has
solved all the problems, discuss the following questions.

a. What have you learned about math in this series of exercises which
used the directions from GlassClene Pro?

b. What have you learned about the relationship between words and
math in math situations at work?

c. Was it easier to answer the problem these exercises asked or was it
easier to create your own problem? In which situation did you learn
the most? Why?

d. Which is a better way to learn: Looking for support in the math text on
a problem you have, or reading pages a teacher might assign and then
doing the assigned problem? Why?
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NEW SITUATION,
SAME MATH

35. This exercise presents a new situation. See if you can apply some of the
math thinking you have just gone through to solve this problem. Just read
the problem situation first and then answer the questions that follow.

How much Floor Star Degreaser and how much water
should you use to fill your gallon bucket and clean the
tiles on the kitchen walls? The label has the following
Mixing and Use Instructions.

1. Use the following guidelines to determine correct
dilution:
wall (painted and ceramic) 1-3 oz/gal
floors (resilient and mineral) -- light soil 2-4 oz/gal
floors (mineral) -- heavy soil 30-40 oz/gal

[THINKING AE3OUT MATH]

a. What does the "1" mean in the instructions?

b. What words do you have to understand to he'p you with this math
problem?

c. What is different about this problem compared to the GlassClene Pro
questions asked previously?

d. Can you come up with a way to solve this problem that does not
directly involve math?
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e. How many different ways, using math, could you use to solve this
problem? (Don't solve the problem yet.)

DISCUSS: As a class, discuss the answers to the above questions. Make a list of
the different ways the class suggests math can be used in this
situation.

36. Your instructor will divide you into groups. Each group will be assigned one
of the different ways to solve the problem. Please use the math texts to help
answer your questions and to support your calculations and answer. Each
member of each group should be prepared to relate to the rest of the class
how they went about solving the problem, an explanation of each of the
steps they took, and the math book sections that support the group's
answer.

DISCUSS: Each group will present its solution to the class. The other members of
the class should listen carefully so that they can ask questions if they
do not understand any part of the explanation or the supporting
material from the math texts. If you feel you need more practice with
this kind of exercise, note below the calculation steps that you want
to practice and consult with your instructor after class for some drill
material in this area.
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SAME SITUATION,
DIFFERENT MATH

37. Here is another problem that uses the same situation:

How much Floor Star Degreaser and how much water
should you use to fill your gallon bucket and clean the
lobby floor after a heavy rain storm? The label has the
following Mixing and Use Instructions.

1. Use the following guidelines to determine correct
dilution:
wall (painted and ceramic) 1-3 oz/gal
floors (resilient and mineral) -- light soil 2-4 oz/gal
floors (mineral) -- heavy soil 30-40 oz/gal

ITHINKING ABOUT MATH I

a. How many ways is this problem the same as the one in exercises 26,
29, and 31?

b. How many ways is this problem different from exercises 26, 29, and
31?

c. How many different kinds of math calculations can you use to solve
this version of the problem?

DISCUSS:Discuss your answers to these questions with the rest of the class.
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38. Break into groups and each group solve the problem. Use the math books to
support your answers. Report back to the rest of the class on (1) your
answer, (2) all the math steps you took to come up with your answer, and
(3) the support you found in the math books for your work. If you feel you
need more practice with this kind of exercise, note below the calculation
steps that you want to practice and consult with your instructor after class
for some drill material in this area.

THINK LIKE A TEACHER

39. Now its your turn to come up with a math problem that uses these same
instructions. The previous exercises will help you to see that it is in the
words of the problem that the math is found. Your instructur will divide the
class into groups. Each group will create one problem from the basic
situation we have been dealing with.

Here is how the problem will start out.

The label of Floor Star Degreaser has the following Mixing
and Use Instructions.

1. Use the following guidelines to determine correct
dilution:
wall (painted and ceramic) 1-3 oz/gal
floors (resilient and mineral) -- light soil 2-4 oz/gal
floors (mineral) -- heavy soil 30-40 ozigal

add your question to this situation. The question has to be different from the
ones we have used to this point. Be creative. Try to ask a problem that might
come up on the job. Then solve your problem in the group and find support
for your calculations in the math book.
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Then your instructor will ask each group in turn to present its problem
(without the answer!) to the rest of the class for them to discuss and
attempt to solve.

IWORDS AND MATH I

40. Here is the final problem involving labels of some of the products that you
see on your job. This exercise will be a little different from the others even
though it starts out the same. The product FloorStar DuoClene has the
following mixing instructions:

FOR SHOWER SCRUBBING -- Mix 5 oz. of DuoClene with
water to make 1 gallon; use mixture for shower scrubbing.

a. How much water will you use to make a gallon of the mixture?

b. How would you measure to get the correct volume of water?

41. You can see how instructions in problems that look similar can make a big
difference in the kind of math you do. Now you are going to compare how
mixing instructions are stated and the differences these various instructions
make in the kind of math you have to do. Here are the three types of
instructions we have worked with.

A. "Mix 1 part of the product to 3 parts water;"

B. "Mix 1-3 oz/gal;"

C. "Mix 5 oz. of the product to make 1 gallon of the mixture."

Your instructor will divide the class into groups. Answer the following questions for
instructions A, B, and C above.

a. How is each of these instructions different from the others?
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b. What are the words and/or sentence structure that makes each set
of instructions different?

c. What kind of math is required to be done because of the way the
instructions are worded.

d. Can these instructions be reworded to make them all consistent
with each other? Why or why not?

DISCUSS: Each group will present to the class its conclusions on one of the
instructions until all groups have covered all the questions and issues.
Discuss any new calculation skills that this exercise has uncovered.
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41. After all the groups have completed their presentations, discuss the following
questions.

a. What have you learned about math in this series of exercises?

b. What have you learned about the relationship between words, math,
abbreviations, and symbols?

c. Was it easier to answer the problem these exercises asked or was it
easier to create your own problem? Why?

d. In which situation did you learn the most? Why?

e. Which is a better way to learn: Looking for support in the math text on
a problem you have or reading pages a teacher might assign and then
doing a problem? Why?
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The Regional Medical Center
Project VISIONS

The Numbers and Charts Course

AN INTRODUCTION - WHERE YOU
HAVE BEEN AND WHERE YOU ARE
GOING!

Numbers & Charts 1

We are going to take advantage of your vocabulary, dictionary, and other thinking
and problem-solving skills learned in the VOCABULARY course and transfer them to
help you explore numbers, math, and charts that occur on your job. You will be
asked, at first, non-math questions about number and math situations just to get
you thinking about numbers and math. Later, you will get more practice and drills in
math problems. Don't forget that one of the major objectives in these courses is to
get you to THINK AND UNDERSTAND about the subject, not just do drills.

Transferring skills from one course to another and from the classroom to the work
place is a major goal of this workp,ace project. Thinking about transferring skills will
help you think and problem-solve within the context of work and use what you
already know to help you solve new problems. So we will be continually asking
you how the skills you learned in the vocabulary course can be used in a math
course and how the skills you learned in the classroom can be used on the job.

1-ORGANIZING INFORMATION -- CLASSIFICATION

1. One of the major skills you learned in the vocabulary course is to organize
information and words in different ways. List at least two ways that you
organized (or classified) the words in the vocabulary course.

For example: alphabetizing; Classifying words according to where they were used in the
hospital.)

2. Can numbers be used to organize information? Give an example.

(Yes. For example, phone numbers help use know who to call. They organize households by
numbers and not by name, even though the phone book has to list the names that are
associated with the numbers.)

3. Does the hospital use numbers to organize information? List as many ways
as possible the Hospital uses numbers to organize information.

(Yes. For example: Floor numbers, patient rooms.)
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DISCUSS: Discuss with the class how both numbers and letters are useful to
organize information. Talk about how numbers and letters are similar in
organizing information and how they are the different. Be prepared with as
many examples of the use of letters and numbers to organize information as
possible. Note here any new ways to organize information that you get from
the class discussion.

1

UNDERSTANDING NUMBER
CONTEXT -- LABELING

In the vocabulary course, you did labeling and. categorization exercises using words.
Do you think you can do the same kind of exercises with numbers? First, we'll try
using a labeling exercise with numbers. If you want to refresh your recollection
about how you went about analyzing this kind of exercise, go back to your
Vocabulary Course workbook at exercises 18 and 19 [pages 19 and 201 and reread
the steps you went through to solve these labeling problems. (This is an example
of using the skills you have already developed to learn about math!)

4. Here are groups of numbers and/or groups of numbers with symbols and/or
words (which we will call number phrases). Determine what each group of
numbers or number phrases have in common and write the most accurate
label for each group on the line above. In other words, try to determine the
context, the situation, in which these numbers might occur; this will give you
a clue as to the label that could describe them. The very first problem is
from the vocabulary course and is included as an example!

(Use these exercises as ways of uncovering areas that participants want more help with; if they
want some more drill or practice with anything raised by these exercises, follow through with it.)

Hospital Telephone Fractions or
A. Extensions B. Ruler marks

2430 1/4
2422 1/2

3/4
Decimal equivalents Percent equivalents of Fractions
of Fractions in 13, or & Decimals in 13 & C. or

C. Decimals_ D. Percents
.25 25%
.50 .50%
.75 75%
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E. Inches to feet to yards F. Seconds to minutes to days
12 = 1 60 = 1

3 = 1 60 = 1

100 = touchdown! 24 = day

G. Locations in Hospital
3 East
3 West
4 West

H. Mixture rates on labels
1 oz./gal.

16 oz./gal
1 part to 3 parts

Gallon to liter equivalents Degrees or
I. found on labels J. Fahrenheit Temperature

1 = 3.8 32
5 = 18.9 98.6

30 =113 212

K. Written Fractions
one-half
three-quarters
one-tenth

PROCESS YOUR PROBLEM-
SOLVING SKILLS

Money equivalent of
L. written factions

half dollar
three quarters
dime

DISCUSS: What was the same and what was different about the way you went
about solving these "number" problems and the way you solved the
vocabulary problems.

(For example: Might not be any difference with the general thinking skills. With the specific skills,
can't use a dictionary too often with math, etc.)

IUNDERSTANDING CONTEXT I

DISCUSS: The box that introduced these labeling exercises said: "Understanding
Number Context." What does "context' or "the context of the situation"
have to do with solving these labeling problems?

(Have to know what situation the numbers are being used in to make sense of the numbers. If
you don't know the situation, then the numbers don't make much sense.)
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Give an example or two from exercise 4 that indicates the context of the numbers
leads to its solution.

(For example: A [inches to feet to yards] and G [wings of the hospital].)

DISCUSS: Please take some time to think about and discuss the concept of number
context because you will be (1) looking at hospital. contexts and situations that
involve numbers, and (2) attempting to solve the problems from a math point of
view. You will viewing these problems in the way a math person would. This
means math is not the only way to solve a problem, but that it is one way to do so
and we will learn more about the "math context" way to solve the problems in this
class.

(For example: Haven't thought too much about math context, only multiplication tables and
calculation skills. This way doesn't help me with those skills... This method does help me to think
about numbers in a new way that I can make sense of.)

THINK LIKE A TEACHER

5. You are going to continue to think like a teacher, but now you are going to
start to think in the context of a math teacher! Prepare 3 or 4 three number
or number phrase groups like those in exercise 4 using situations from
around the hospital. Your instructor will choose one or two of your number
labeling groups and ask you to place them on the board (without the
answer!) and to conduct class on your word group. Note here points that you
want to remember from other classmates' word groups.

: 7MINK LIKE A LEARNER

This new series of exercises -- Think Like A Learner -- will help you focus on what
YOU learned about thinking, learning, and transferring skills from one context to
another. Don't be limited to what was specifically being taught in the classroom or
in this text. Take all this material and make it relevant to YOU; and what is relevant
to you may not be what is directly being taught. If something you already know
"clicked" in a new way, make note of that!
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6. What was the most interesting thing you learned from these exercises so
far?

(Encourage answers that are relevant to the participants, not necessarily the course. Try to
show the participants that what they think about the course and what they are learning are
important even if what they are learning is not just the "objective" of the lesson.)

7. What was the most interesting thing you learned that wE:s not directly a part
of the exercise, something old that clicked in a new way?

(Again, encourage a wide variety of answers. The participants have to feel comfortable with
being able to express themselves on their issues. This helps set the atmosphere where
"mistakes and wrong answers" are learning opportunities, not examples of failing in school.)

DISCUSS: Discuss with the rest of the class your answers to the above two
questions.

UNDERSTANDING NUMBER
CONTEXT CATEGORIZATION

Now we are going to try to do a categorization exercise with numbers instead of
words. If you want to refresh your recollection about how you went about
analyzing this kind of exercise, go back to your Vocabulary Course workbook at
exercises 21 and 22 [pages 22 through 241 and reread the steps you went through
to solve these categorization problems. To repeat, this is an example of using the
skills you have already developed to learn aboui math and number context!

8. Don't forget you have to have a reason for picking the number or number
phrase that doesn't fit within the context of the other numbers or phrases.
You instructor will make available some math books for you to use as a
resource to answer some of these problems. You may even need your
dictionary for some of these problems!

(Use these exercises as ways of uncovering areas that participants want more help with; if they
want some more drill or practice with anything raised by these exercises, follow through with it.)

A. 1/3 REASON: (For example: .5, 50%4 and 1/2 all represent the same
.5 amount. 1/3 does not and should therefore be crossed off.)
50% (Have students give other fraction, percent and decimal
1/2 equivalents if they can. Don't press It if this is too hard.)
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B. decimate REASON: (For example: decimate, quarter, and divide are all
quarter examples of taking apart or reducing or dividing, Multiply means to
multiply increase.)
divide (Have students put these words and other math word in their

Personal Handbook. Helps to relate math in part to vocabulary
building and helps build math context.)

C. part REASON: (Add, to increase, is out because all the other words
add relate to parts of things.)
decimal (Have.studento think of similar math words and add them to their
fraction vocabulary list.)

D. $.50 REASON: ($.75 should be crossed out because the other
$.05 amounts are each represented by a specific coin.)
$.75 (Have participants try to understand that our money system is a
$.25 decimal system. If they know money, they know decimals.)

E. REASON: (The # sign should be crossed out since it is not a
math function sign like the rest of the symbols.)
(Ask if the participants know other math symbols. Could also add

these symbols to their Personal Handbook.)

F. 1/2 REASON: (1/3 should be crossed out since the other fractions
5/10 are fractions equivalents.)
1 /3 (Use this question as an opportunity to teach about fraction
8/16 equivalents. Ask them for how they think they can make fraction

equivalents.)

G. 1 = 3.8 REASON: (These are the gallon/liter equivalencies which are on
5 = 18.9 cleaning labels. 10 = 50 is not a proper equivalency.)
10 = 50 (Ask participants how you do these; how they are related to
30 = 11 3 fraction equivalencies.)
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TRMC / Project VISIONS Numbers & Charts 7

PROCESS YOUR PROBLEM-
SOLVING SKILLS

DISCUSS: What was the same and what was different about the way you went
about solving these categorization "number" problems and the way you
solved the categorization vocabulary problems?

(For example: Again, no dictionary; but since I have done the exercise with words, it helped me to
do it for the math exercise.

THINKING ABOUT THINKING
IN CONTEXT

9. Read the following statement and be prepared to discuss what you think it
means.

The thinking skills that are the same in solving the
vocabulary and number categorization exercises are
thinking skills that are more general and can be applied
to many other contexts and situations. The thinking skills
that are different means that they are related more to the
context in which they arise.

(For example: The more useful a thinking skill is in many situations, the more general it is. Math
seems to have a lot of skills that are related to math exclusively.)

10. Make a list of the "general thinking skills" that you can be used in many
situations and give an example or two other "contexts" or situations in which
each general skill you list can be used.

(For example: Skills of comparing, using resources, finding contexts, looking for relationships are
all general skills. These can be used in finding and using information from recipe books to
computer manuals.)
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TRMC / Project VISIONS Numbers & Charts 8

11. Make a list of the thinking skills that you believe are more related to the math
context.

(For example; comparing numbers, trying to understand the abbreviations associated with math
contexts, trying to understand the math context of words , etc.)

DISCUSS: With the rest of the class, discuss your interpretation of the quote in
exercise 9 and your list of general (exercise 10) and your math thinking skills
(exercise 1 1 ). Place all the math thinking skills that the class developed in
the space below.

(For example: In addition to the skills participants may come up with above, can encourage
them to say that adding, subtracting, dividing, and multiplying are math thinking skills. Need to
know how to do those calculations to be able to think like a mathematician.)

THINK LIKE A TEACHER I

12. Prepare 3 or 4 number or number phrase groups like those in exercise 6 using
situations from around the hospital. Make one of the four numbers or words
in the groups not fit with the others. Your instructor will choose one or two
of your number categorization groups and ask you to place them on the
board (without the answer!) and to conduct class on your word group. Note
here points that you want to remember from other classmates' word groups.

(rick from each learner the groupings that are correct and/or show ingenuity in viewing the math
terms picked. Try to hold private conversations about the ones that are obviously incorrect. Use
these incorrect ones to suggest help to the individual student.)

THINK LIKE A LEARNER

13. Was it easier to answer the book's categorization problems in exercise 8 or
was it easier to develop your own categorization problems? Why? Doing
which activity did you feel that you learn@d more?

(Make sure students always give reasons for their answers, or can support them in some way.)

92



TRMC / Project VISIONS Numbers & Charts 9

FROM NUMBERS IN CLASS
TO NUMBERS AT WORK

11111111Mi ....1111111,

To this point, we have explored many kinds of numbers, attempting to create a
context to try to better understand the numbers. We have seen how numbers are
used to organize information (floor numbers, telephone numbers, the numbers of
these exercises, etc.), and we have seen how numbers convey information
(fractions, percents, money, etc.). When numbers are used to organize or convey
information, they are always used in conjunction with other words, symbols, or
abbreviations which supply the context of numbers we have been exploring.
Numbers don't mean anything without the context.

For example, if we say 55, that is a meaningless number. If, however, I say 55
mph, now we can translate the abbreviation, come up with "miles per hour", and
understand that 55 mph might be a reference to a speed limit on the road.

The numbers we explored so far were number activities found in the classroom.
Now, we are going to explore numbers, how they are used, and what they mean, in
a very specific context: your workplace.

USING NUMBERS TO ORGANIZE
AND CONVEY INFORMATION

14. The first workplace document you will explore is the Job Description for
Housekeeper I found in your Resource Manual. Your instructor will divide the
class into two groups. One group will circle all the numbers found on the job
description that organize information and will be prepared to explain to the
rest of the class how the numbers are used to organize. The other group will
circle all the numbers that convey information and will be prepared to explain
to the rest of the class what information is being conveyed by the numbers.
If some numbers might convey information and at the same time organize
information, both groups should be prepared to state how the numbers do
that.

(Besides some of the obvious numbers, don't let students forget the street address and the zip
code in the Moires,- at the top, the dates when written and revised on top of the first page, or
the dates when the documents were approved on the last page.)
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DISCUSS: Each group will makes its presentation to the class and be prepared to
answer classmate's questions. Note in the space below anything new you
have learned during the presentation or discussion.

WORDS THAT REQUIRE
NUMBERS IN DOCUMENTS

15. The next document you will explore is the Blue Cross Blue Shield Dental
Services Claim Form, found in your Resource Manual. Your instructor will
divide you into two groups. One group is to find all of the words on the form
that require the person filling it out to insert numbers. The group should be
prepared to explain what kinds of numbers are required and what they mean.
The other group is to study the diagram in the middle of the page against the
right hand margin, explain what the diagram represents, determine what the
numbers and letters represent, and, finally, how that information is used in
other places on the form. This group is also to explain the service codes on
along the bottom of the page and determine where they are to be used on
the form.

DISCUSS: Each group will make its presentation to the class and be prepared to
answer classmate's questions. Note in the space below anything new you
have learned during the presentation or discussion.

(There's a lot of information here. It is not a matter of having them get all the numbers and
words requiring numbers here but to give them exercise in looking at documents from this
perspective. Some of the important numbers are the ones that are in each answer block; some
of the important words requiring numbers are the ones in Hocks 4, 8, 11 [55 #],17. Can discuss if
you think they are ready all the numbers [in the blocks at the bottom of the page] the dentist
has to be concerned with.)
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USING NUMBERS TO ORGANIZE
INFORMATION: THE CALENDAR

16. The next document your will explore is the Grievance Procedure portion of
the Personnel Policy Regulations found in your Resource Manual. Skim the
document briefly, circle all the numbers found in the document, and then
read the following questions and then go back to the document and study it
more carefully in order to answer these questions:

a. Why does the policy number change on each of the pages?

(Let students make attempts at these answers first before guiding them to the answer. For
example: Because the numbers after the decimal indicate the page number.)

b. Explain how numbers and letters are used to organize information in
the outline form the document uses? Be prepared to explain each level
of the outline and how the numbers and letters show relationships
among information.

(This question is getting the students to see how combinations of numbers and letters can be
used precisely to organize information and show relationships.)

c. Under roman numeral IV., explain the difference between "ten (10)
calendar days" (as found in First Step) and "five (5) working days" (as
found in First, Second, and Third Step).

(This is a "legalistic" type question, but it is something found in many documents including
warranties. It might be interesting to hear the responses to the five working days answers by
participants who work on weekends.).

DISCUSS: Share your responses with the rest of the class. Determine whether the
numbers referred to in questions a, b, and c are used for organizing
information or for conveying information. Note in the space below anything
new you have learned during the discussion.

(a-organizing information, the page numbers; 12of course is organize; c--is conveying
information, the time limitations.)
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17. Based on the definitions that you have suggested for "calendar days" and
"working days" in part IV. of the Grievance Procedure, work through the
situations below and answer the questions. You will need a 1994 calendar
for this task.

a. An employee thinks he has a grievance on January 25th, 1994. Give
the date of the last day he can present his concern to his immediate
supervisor or department head. Be prepared to explain how you arrived
at your answer.

(For example: This part of the problem cleats with calendar clays. On the calendar, I found the
25th of Jan. I started counting from the next clay until I counted 10 clays. When I reached 10,
the date is February 4,1994, the last day the employee can present his grievance.)

b. The employee has filed his grievance on January 27th. What is the
latest date the supervisor or department head can render a decision?
Be prepared to explain how you arrived at your answer.

(For example: This part of the problem cleats with working clays. On the calendar I found January
27th. That clay is on a Thursday. The next day is a Friday which is a working clay and so I started
counting from Friday. I then skipped to Monday since that is the next working clay and that is
clay 2. I continued to count until I got to 5, I found five working clays after January 27th to be
Thursday, February 3,1994.)

c. This matter goes all the way to Fourth Step where the Medical Center
President has to write a decision. The administrative staff reached a
decision on February 9, 1994. What is the latest date the Medical
Center President can render his or her decision? Be prepared to explain
how you arrived at your answer.

(For example: This part of the problem doesn't use the terms calendar days or working clays. 5o
I will have to assume it means calendar clays. February 9 is on a Wednesday. Starting with the
10th, I will count five clays. The decision would have to be given by February 14th if five calendar
clays is meant. If five working clays is meant, then the date may be February 16th.)

DISCUSS: Discuss your answers to these questions with the rest of the class. If
you feel you need more practice with this kind of exercise, note below the
calculation steps that you want to practice and consult with your instructor
after class for some drill material in this area.
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18. Calendars use numbers to organize time. As seen in the Grievance
Procedure, numbers had to be translated to calendar dates to set the time
limits for various stages of the Grievance Procedure Process. A calendar is
one kind of chart organizing time, but it is not the only way to organize time.
The Regional Medical Center has devised it's own form to organize time for
the specific purpose of scheduling when employees will report to report to
work and when they are off from work. This chart is called the Working
Schedule, a blank copy of which is in your Resource Manual.

The instructor will divide you into groups. Using a blank Working Schedule,
each group is to fill in the beginning and ending dates, the month row, the
date row, and the time off of specific employees based on the information
below. You will need a 1994 for this task.

The work period runs from the third Monday in March
(1994) for six full weeks. Employee Carle Smith does not
work Saturdays or Sundays during this period. Francis
Jones doesn't work on Fridays and works alternating
Saturdays and Sundays starting the first weekend. Diane
Thompson doesn't work on Mondays and works
alternating Saturdays and Sundays starting the second
weekend.

Concentrate on how words are used to convey information to be translated
into dates (as in the Grievance Procedure exercise). Each member of the
group should be prepared to defend the work of the group by being able to
explain the steps used to arrive at each decision that was made and be able
to support the each decision.

(I don't have a Plank one to fill in, but I took the situations from the ones you had copied for me.
if there are any problems, call.)

DISCUSS: Your instructor will call on individuals to explain each of the blanks that
were required to be filled in. Other members of the group should be available
to support the group member who was called on. Note below interesting
approaches to the decisions that were made.
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DISCUSS: Can you think of other ways to organize the Work Schedule that would
make it easier to complete or easier to follow?

THINK LIKE A TEACHER

19. Bring to class similar work or inventory organizing charts used in your work
or which others in your area use. Be prepared to make a presentation to the
class to explain how your chart is constructed and how it uses numbers to
organize or convey information. Use the space below for notes from charts
you find of interest.

USING NUMBERS TO
SET PRIORITIES

20. The Weekly Inspection Report uses numbers in a different way from what we
have analyzed so far. Find the Weekly Inspection Report in your Resource
Manual. Skim the document briefly and then break into groups. Each group
should read the following questions and then go back to the document and
study it more carefully in order to answer these questions:

a. What is the total of each of the columns of figures that are preprinted
in each box? Is there any other place in the document that indicates
what those totals might be?

(For example:100. On the back of the document jor the second page if photocopied], it shows
that 100 is a possible score for each of the areas mentioned on the front)

b. For what purpose are the numbers used in each of the four boxes?

(For example: These scores are the top scores a worker could get for the inspection of each of
the items listed. If my work isn't perfect, it would receive points lower than the maximum
amount shown for that particular task.)
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c. Which activities in the "Entrance Lobby" is the most important? How
do you know?

(For example: The most important activities seem to be finishing the floor with a deep shine,
clean public rest rooms, corners and baseboards clean. These 3 items have the highest possible
points so i figured they must be the most important.

d. List below the activities in the "Patient Rooms" in their order of
importance? Be prepared to explain how you arrived at the order of
your list.

(For example: The item numbers of the activities of in the Patient Rooms in order of importance
are: item 8 with a score of 14, items 7 & 10 tied with a score of 12, items 1, 2, 5, & 9 with a score
of 10, items 4 & 6 tied with a score of 5, and item 3 with a score of 6.)

e. Out of all the activities in all four boxes, which activity do you think is
the most important? How do you know?

(For example: The most important item seems to be Corridors, item 1: "Corridors finished with a
deep shine". It is the only item that has a possible score of 20 points.)

f. Using all four boxes, list the six most important activities? How do you
know?

(For example: The six most important items are: Corridors, item 1 (20 Points), Entrance, Lobby,
items 6 and 8 (15 points), item 7 (14 points), Patient Rooms, item 5 (14 points), and
Departments and Offices, item 9 (14 points).

g. Try to find a pattern in the information you obtained from exercise e
and f above? Explain in specific detail the pattern you see. If your
group Ends more than one pattern, be prepared to explain them.

(For example: Seems that the public areas, especially the floors, are the most important.)

DISCUSS: Each group will be called on in turn to answer these questions until all
questions have been answered and the discussion is complete to
everyone's satisfaction. If you feel you need more practice with this
kind of exercise, note below the calculation steps that you want to
practice and consult with your instructor after class for some drill
material in this area.
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WRITTEN: 02/19/88
REVISED: 02711731

THE REGIONAL MEDICAL CENTER
3000 ST. MATTHEWS ROAD
ORANGEBURG, S.C. 29115

JOB TITLE:HOUSEKEEPER I
CLASSIFICATION:Nonexempt
DEPARTMENT:ENVIRONMENTAL SERVICES

JOB GRADE:S2
POSITION CODE: 2005
POSITION SUPV:Environ.Svc

Supervisor

I. Job Summary:

Clean patient rooms, offices and ancillary areas daily.
Clean and make beds when patients are discharged. Take care
of housekeeping problems as requested, i.e. spills, etc...

II. Job Relationships:

A. Responsible to: director of environmental services
B. Assignments received from: supervisor,.assistant

director and director.
C. Nature of supervision receivedfimmediate supervision

from environmental service supervisor.
D. Position supervised and nature of supervieiongiven:

none.
E. Interactions with: interaction is required with every

department, but tte most frequent and important is with
nursing service.

III. Qualifications:

A. Education and formal training: basic ability to read
and understand simple instructions. Completion of 12th
grade (high school) or by equivalent of outside study

B. Work experience: no work experience is required.
C. Knowledge, skills and abilities required: knowledge and

ability to perform required schedules after a specified
amount of training.

D. Special conditions: frequent mental and physical
demands. High level of physical demand.
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Housekeeper I/Continued (Page 2)

IV. Major Job. Functions:

1.' Thoroughly clean patient rooms daily. This means
following the established seven-step cleaning procedure.

2. .Clean, sanitize and put fresh linen on the bed following
patient discharge.

3. Clean all ancillary areas daily.

4. Clean office areas.

5. Distribute paper products.

6. This job description is not intended to be all-
inclusive, and employee will also perform other duties
as assigned by immediate supervisor and other manage-
ment as required.

7. The medical center reserves the right to revise or
change job duties and responsibilities as the need
arises. This job discription does not constitute a
written contract of employment.

PREPARED B

APPROVED A
DEPARTMENT DATEc;7//

. HUMAN RESOURCE", DATEWc-6f9f

EMPLOYEE ACKNOWLEDGEMENT:
.EMPLOYEE
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The Regional Medical Center
of Orangeburg & Calhoun Counties

Subject: Grievance Procedure Policy No: 1205.1

Section: Miscellaneous Manual: Personnel

PURPOSE:

To provide the employee with an easily accessible and fair means
of being recognized and heard.

To alert management in a systematic way to causes of employee
dissatisfaction and provide opportunities to eliminate them.

To provide a formal mechanism to ensure prompt and equitable
response.

To contribute in a positive way toward the development of mutual
respect and trust through communication between Medical Center
supervision and employees.

POLICY:

It is the policy of the Medical Center to provide employees with
an opportunity to present their concerns, questions, or
complaints about a work related problem and appeal decision to
management through a formal complaint and grievance procedure.

I. Nature of Grievance:

A grievance is defined as an employee's expressed feeling of
dissatisfaction concerning a work related problem.

II. Assignment of Responsibility:

A. Emploveesz

An employee who wishes to process a complaint or
grievance is responsible:

1. To make initial contact with his immediate
supervisor, department head or Personnel Director
for a hearing and opportunity to resolve the
complaint.
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Subject: Grievance Procedure Policy No: 1205.2
Section: Miscellaneous Manual: Personnel

2. At step two (2) in the grievance procedure, tosubmit a written statement giving a brief descrip-tion of the complaint or grievance and the remedy
sought. Where reasonable accommodation is sought,
the accommodation must be described. Where otherrelief or other remedy is sought, it must be
described. Assistance in writing this statement
may be provided by personnel director/designeeupon request.

3. To conduct himself in a courteous and business-
like manner during such proceedings.

B. Administrative and Supervisory Staff:

Members cif the administrative and supervisory staffshall be responsible:

1. To establish a climate and relationship with the
employee which will permit the employee to feelfree to voice his complaint and/or grievance.

2. To undertake such investigation as may be
necessary to provide full information on all
aspects relating to the complaint or grievance.

3. To reach a decision within a reasonable time. Thetime limit to reach a decision may be extended bythe Director of Personnel, if the request is madeprior to its expiration.

4. To initiate corrective action when such is con-sidered appropriate.

C. Personnel Department:

The Director of Personnel or his designee shall be re-sponsible for administration of the Employee GrievanceProcedure and shall specifically be responsible:

1. To advise, assist and provide services as re-
quested to any party involved in the Grievance
Procedure.

101



Subject: Grievance Procedure Policy No: 1205.3

Section: Miscellaneous Manual: Personnel

2. To monitor all proceedings to insure that proce-
dures are followed and to insure decisions
throughout the proceedings move along as promptly
as possible.

III. General Comments:

A. A grievance is a complaint by an employee concerning
a working relationship and other work related problems.
In addition, it is an allegation that there has been a
violation, misinterpretation or unfair application of
the Medical Center's guidelines for policy and
procedure. The grievance procedure can be used to
appeal performance evaluations, late evaluations,
disciplinary measures, etc. These are just a few
examples of what this procedure can be used for and
is not meant.to be all inclusive.

B. Employees should be encouraged to use the grievance
procedure and must not, under any circumstances, be
penalized or discriminated against for doing so.
Department heads/supervisors are responsibl3 for
ensuring that the grievance is properly processed
until the employee is satisfied with the decision or
until all the steps for appeal have been exhausted.

C. An employe who has a handicap question or'complaint
will use the regular employee grievance procedure as
outlined in this policy.

D. A grievance will be processed as outlined in the pro-
cedure section of this policy. The Director of
Personnel may extend the time limit at any step in the
grievance procedure upon request provided it is made
prior to its expiration.

E. Supervisors are encouraged to request assistance
from their department heads/Personnel Director in
the handling of all grievances.

F. Time spent by an aggrieved employee in grievance
discussions with management during normal working
hours will be considered hours worked for pay purposes.

G. Management decisions on grievances will not be pre-
cedent setting nor binding on future grievances unless
they are officially stialhld as Medical Center Policy.



Subject: Grievance Proceddre Policy No: 1205.4

Section: Miscellaneous Manual: Personnel

IV. Grievance Procedure:

First Step
Employee

Supervisor

Second Step
Emplbyes

Department Head

Personnel
Director

Administrative
Staff Member

-presents his concern to his
immediate supervisor or de-
partment head within ten (10)
calendar days after he became
aware of the facts on which
the grievance is based

106

-evaluates problems and at-
tempts resolution or renders
decision within five (5)
working days

-if the grievance is not set-
tled in the first step, the
employee presents his concern
in writing to his department
head or to the Director of
Personnel

-either replies in writing or
meets with the employee,
evaluates the pro!-lem and
attempts resolution or renders
decision within five (5) work-
ing days after supervisor
reaches decision

- makes an appointment for the
employee with the appropriate
member of the Administrative
Staff, if the department head
rendered a decision in the
first step

either replies in writing or
meets with the employee,
evaluates the problem and
attempts resolution or renders
a decision within five (5)
working days after department
head reaches decision



Subject: Grievance Procedure Policy No: 1205.5

Section: Miscellaneous Manual: Personnel

Third Step
Employee

Personnel
Director

Administrative
Staff Member or
Medical Center
Pretident

Fourth Step
Employee

Personnel
Director

Medical Center
President

Written: 12/3/87

-if the grievance is not
settled after the second step,
the employee presents his con-
cern to the Personnel Director
in writing,

-makes an appointment for the
employee with the appropriate
member of the Administrative
Staff or the Medical Center
President

-either replies in writing or,
meets with the employee,
evaluates the problem and at-
tempts resolution or renders
decision within five (5) work-
ing after department head or
administrative staff reaches a
decision

-if the grievance is not
settled after the third step,
the employee presents his
concern to the Personnel
Director

-makes an appointment for the
employee with the Medical
Center President

-either replies in writing or
meets with the employee,
evaluates the problem and
attempts resolution or ren-
ders final decision within
five (5) days after adminis-
trative staff member reaches
a decision

Authorized by:
President
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Facility

WEEKLY INSPECTION .H,JORT

ENTRANCE, LOBBY

1: Entrance walk free of Niter? 10
2. Entrance glass free of smears? 10
3. Walls clean and free of spots? 9
4. Lights clean and clear? 7
5. Furniture arranged neatly and orderly? 8
6. Floor finished with depth shine? 15

(or carpet clean?)
7. Corners and baseboards clean? 14
8. Public restrooms clean and free of litter? 15
9. Wastebaskets clean with fresh liner? 6.
10. Vents clean? 6

TOTAL

Bldg Floor Area/Deot Room

PATIENT ROOMS

.Nindows clean?
.."Walls clean and free of spots?

Room
#1

Room
#2

10
10

10
.10

3. Vents clean? 6 6
4. Lights clean and clear? 8 8
5. Furniture clean? 10 10
6. Wastebasket clean with fresh liner? 8 8
7. Floor clean of dust, dirt and litter? 12 12
8. Floor finished with depth shine? 14 14

(or carpet clean?)
9. Curtains, draperies clean? 10 10
10. Restroom clean? 12 12

TOTAL
1 - Bldg Floor Area/r...pl
2 - Bldg Floor Area/Dept

Room

Room

COMMENTS:

Date

DEPARTMENTS AND OFFICES
DEPT. Orr:

1. Windows clean? 8 8
2. Walls clean and free of spots? 10
3. Vents clean? 8 8
4. Lights clean and clear? 10 10
5. Counters clean? 10 10
6. Furniture clean? 10 10
7. Wastebaskets clean with fresh liner? 8 8
8. Floor clean of dirt, dust and litter? 12 12
9. Floor finished with depth shine?

(or carpet 'clean?). 14 14
10. Restrooms clean? 10 10

TOTAL
- Bldg

- Bldg
Floor

Floor

Dept

Area/Dept Room

CORRIDORS, STAIRWELLS

1. Corridors finished with depth shine? 20
(or carpals clean)

2. Corners and baseboards clean? 10
3. Walls clean and free of spots? 10
4. Lights clean and clear? 10
5. Elevator tracks clean? 12
6. Elevator floors clean with depth shine? 12

(or carpet clean?)
7. Fire extinguisher cabinets clean? 6
8. Vents clean? 7
9. Are the kickplates shined? 6
10. Stairwell ledges and rails clean? 7

TOTAL

Bldg Floor Area/Dept Room

Inspection Made By

Signature

'MI THE SErtvCE MASI EP 0 112

Signature



MAINTENANCE/PROJECTS NEEDED

ACTION PLAN FOR UNSATISFACTORY ITEMS OBSERVED

QUALITY RATING

Possible Actual
Score Score

Entrance, Lobby 100
Department 100
Office 100
Patient Room #1 100
Patient Room #2 100
Corridors, Stairwells 100

Total Score 600

Quality Percent 113 100%



11111PAVSMIIVICES CLAIM FORM

3 DENTIST'S PRE-TREATMENT ESTIMATE
3 1"-"NTISTS STATEMENT OF ACTUAL SERVICES

I TO BE COMPLETED BY EMPLOYEE

0 Blue Shield - Oral Surgery 0 Dental lnsuran
0 Major Medical 0 FEP Dental Insurance

1. PATIENT NAME Fleall 2. Shalom/4p to erngleyee
kW Spews Child Other

4. Patient IllAndate
Mo. Day Year

S. II hub time student
School City

S . Empleyee/Subworearre None First Middle Last 7. Employee Socket lecturty No./Course No.

0. Empleyee/Subecrlber Mailing Address
8. Employer

State Zip

10. 1 hereby authorize Mee** or any Information relative to this clalni to Me Insurer and direct dud
beneets be made male la: O DeMlet R Myatt

Employee or Spouse signature

PART It - TO BE COMPLETED BY ATTENDING DEUTIST

(Company) Name and Address

11. Do you or your spouse have any other dnte/ insurance? Ore* ON°
It yes, please answer the following questions:

Poticyhoider's Name:

SIN ea ID

Nana and Address
of Policyholder's Employer

19. REMARKS FOR
UNUSUAL SERVICES

13.. lir Ireablwrit mutt
el ado accideert
14. Odier aocialent7

I g. Are erg services
covered by another
pent Illedibmee 87

is
se

MGM' iLar
a4

. tf greethaele, le %Me
MINIM pleimment7

(11 NO, ?lesson for Replacement) 17. DM. of Prior
Pleownent

enhodentice?
If MI 1V iC
airesdy
commencedWar

Date of cue diagnosis X-Rays submitted

DYes DNo
dances Pieced Moe. Treatment Remaining

11WMWEIIWWWW,

FACIAL

locate* Winne Tenn Wei
An 'X'20. EXAMINATION AND TREATMENT PLAN. LIST IN ORDER FROM TOOTH NO.1 THROUGH TOOTH NO. 32.A

Tooth
No. or
uetterLetter

B

Surface

C

Date of
Service

D
PLOCe

or
IrenriCe*

E Description of Services
(Including Xrays, prophylaxis,

F

Diagnosis

G

Charges

H i For Administrative Use Ord.
ti
-a

Days
Units

ME
SPI

AC
Code Olga

PrOC,PduritCod. materials used, etc.{

. .

i

21. Signature of Dentist
(I certify that the statements on the reverse apply to this bill
and are made a part hereof.)

`t.,...."

26. Accept Assignment (See &via 23. Total Charge

1

24. Amount Paid

I

25. Balance Di

- 1
29 Physician's or Supplier's Name, Address, Zip Code

and Telephone No.

BEST COPY AVAILABLE
I.O. No.

Yes No
27. Your Social Security No.

Signed
Da to

22. Your Patient's Account No.

41118M. IMMINZT

28. Your Employer 1.0. No.

119
2183 PLACE OF SERVICE CODES

Inpatient Hospital 4 Patient'? Home 7 Nursing Horne 0 Other Locations



CLAIM FORM INSTRUCTIONS

PLEASE BE SURE TO CHECK THE APPROPRIATE BLOCK ON THE FRONT OF THE CLAIM FORM (LE. BLUE
SHIELD - ORAL SURGERY, DENTAL INSURANCE, MAJOR MEDICAL, OR FEP DENTAL INSURANCE).

ITEMS 1 -11 MEMBER INFORMATION

. The patient provides information on Items 1-11 in order for the coverage to be identified. (Note: All items must be
completed before we can process your claim.)

ITEMS 12-29 DENTIST INFORMATION

Please complete Items 12-29.

SIGNATURE ITEM 21:
I certify that I personally performed the described services or they were performed by my employee under my

immediate personal supervision.

ASSIGNMENT ITEM 26:
When I mark Item 26 "YES" and properly complete this claim form, I understand that any covered benefit payment

will be made directly to me.

When I mark Item 26 "NO" or fail to mark it either "YES" or "NO", I further understand that any covered benefit
payment will be made directly to the insured subscriber.

ITEM 27:
Complete this item if you are in a solo-practice or member of a group practice and filing in your name.

ITEM 28:
Complete this item if filing under a corporation name.

A pre-determination of benefits can be made only when such charges for the course of treatment to be performed
will exceed $100.00. For such cases please complete all items on the claim form except Item No. 20C (date(s) of
service) indicating the treatment plan and the estimated charges and mail to the address below. A pre-determination
form will be returned to you indicating the allowable amount. This amount is always subject to the deductible and
co-insurance provisions of the contract. Upon completion of the services indicated on the treatment plan, enter the
date(s) the services were performed and submit the pre-determination form for payment of benefits. NOTE: There is
no preauthorization of benefits for the FEP Dental Insurance program.

MAIL COMPLETED INSURANCE FORMS TO:

BLUE CROSS AND BLUE SHIELD OF SCUM CAROLINA

P.O. BOX 6000

GREENVILLE, SC 29606
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The Regional Medical Center
of Orangeburg & Calhoun Counties

Subject: Cafeteria

Section: Benefits

Policy No: 402.1

Manual: Personnel

Policy:

The Regional Medical Center operates a cafeteria for the
convenience of Medical Center employees, students, medical staff,
official Medical Center guests and other authorized guests.

I. Hours of operation:

A. Meals are served as follows for employees:

Breakfalst
Coffee Break
Dinner
Supper

6:15a.m. to 8:00a.m.
8:30a.m. to 10:30a.m.
11:00a.m. to 1:30p.m.
4:30p.m. to 6:30p.m.

B. Meals are served as follows for visitors:

Breakfast
Coffee Break
Dinner
Supper

6:15a.m.
8:30a.m.
12:30p.m.

to 8:00a.m.
to 10:30a.m.
to 1:30p.m.
to 6:30p.m.

C. China, glassware and eating utensils are not to be
taken from the cafeteria (see Policy Letter 111 #35).

Written: 11/17/81, 7/17/86, 12/17/87

Revised: 11/21/90

Authorized by:
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The Regionat .71edicat Center
of Orangeburg 80 Calhoun Counties

Subject: Retirement/Pension Plan Policy No: 412.1

Section: Benefits Manual: Personnel

Purpose;

To outline the policies and procedures to be followed in the
Administration of The Regional Medical Center's pension plan.

Policy:

Because of the interest of the Medical Center in the welfare of
its' employees a retirement plan was adopted on January 1, 1969.

I. Eligibility: '

On January 1, 1969 when the Medical Center adopted the
retirement plan, the following criteria had to be met to be
eligible for benefits:

A. All full-time employees who were not sixty-five (65)
years old or older when employed and who had completed
three (3) years of continuous services on December 31,
1978, were included in the plan. Other full-time em-
ployees became eligible when they fulfilled the three
(3) year service requirement.

B. All physicians, student nurses, students and any tem-
porary, part-time, seasonal employees employed for less
than twenty (20) hours per week were not eligible to
participate.

C. Employees hired after December 31, 1968, who were age
fifty-five (55) or older were not eligible to parti-
cipate.

On January 1, 1976 the plan was modified with the following
provisions taking effect:

A. If you were a participant in the prior plan on December
31, 1975, you automatically became a participant in the
current plan on January 1, 1976.

B. If you were not a participant in the prior plan, you
will become a participant on the day you complete your
first twelve (12) months of employment if you have at
least one thousand (1,000) hours of service during that
twelve (12) month period.
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Subject: Retirement/Pension Plan Policy No: 412.2

Section: Benefits Manual: Personnel

C. If you do not satisfy either of these requirements, you
will become a participant on the January 1st following
the first calendar year in which you have at least one
thousand (1,000) hours of service. All participants
must work at least one thousand (1,000) hours per
calendar year.

D. An hour of service is any hour for which you are
directly paid by the Medical Center as well as any hour
for which you are indirectly paid (such as back pay,
paid vacation, temporary sickness or temporary
disability).

E. You will not be eligible to become a participant, how-
ever, if you start your employment with the Medical
Center for the first time after January 1, 1969, and
you have teached your sixtieth (60) birthday at that
time. If you are a student nurse or a physician, you
will also not be eligible to become a participant. The
above stated provisions are currently in effect.

II. General Provisions:

A. The cost of the plan is paid entirely by the Medical
Center; t}'e employee makes no contributions to the
plan.

B. The amount of the normal retirement benefit will be
determined on the basis of the number of year of ser-
vice the employee has completed with the Medical Center
and the amount of the employees average pay reported on
the employee's W-2 form for the employee's years of
service.

C. If the employee does not complete more than five hun-
dred (500) hours of service during a calendar year a
break in service will be incurred.

D. The employee's normal retirement age is sixty-five
(65). The normal retirement date will be the first
day of the month on or after the employee reaches his
normal retirement age. A provision for disability re-
tirement is also included in the plan. An employee may
elect early retirement with reduced benefits if he has
attained age fifty-five (55) and has fifteen (15) or
more years of service.
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Subject: Retirement/Pension Plan Policy No: 412.3

Section: Benefits Manual: Personnel

E. IMPORTANT NOTES: Employees contemplating retirement
should notify their Department Head and the Controller
at least three (3) months in advance of the anticipated
retirment date to avoid any delay in receiving the
retirement check. Social Security: Employees retiring
who are eligible to draw Social Security benefits are
also advised to contact the local Social Security
Office at least three (3) months prior to the
antici ated retirement date to avoid an dela in that
process.

F. Death Benefits: If the employee dies before he is
eligible for early retirement, no death benefits will
be paid.

G. The above information and much more detailed informa-
tion including how the plan works, how the years of
service are determined, break in service affecting the
benefit, how the benefit is delayed retirement, vest-
ing, etc. are contained in the booklets available in
the Plan Administrator's Office and the Personnel
Office. The Plan's full legal text, however, governs
the operation and administration of the Plan. If there
is any conflict between the booklet and the legal docu-
ments, the terms of the documents will rule. Copies
of the legal documents may be obtained for a reasonable
charge by filing a written request with the Plan Admin-
istrator.

III. Tax Deferred Annuity:

If an employee wishes to supplement his retirement income,
he has the right as an employee of the Medical Center (which
is a non-profit, tax-exempt organization covered under
section 501 (c) (3) of the Internal Revenue Code) to request
a reduction of his wages to purchase annuity benefits
payable upon his retirement. The deduction for Federal
withholding (Income taxes) is based on salary remaining
after the annuity contribution has been deducted. Federal
Income tax on these excluded wages is deferred until the
annuity benefits are received by the employee's reduced
income after retirement. Brochures describing the plan are
available in the Personnel Department; and employees who
wish to talk with the company representative about the plan
should contact the Personnel Department.
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Subject: Retirement/Pension Plan Policy No: 412.4

Section: Benefits Manual: Personnel

t

IV. Conversion Privileges - Health Insurance:

Employees retiring, who at the time of retirement have been
covered by the group health insurance policy for three (3)
months preceding, have a right under state law to maintain
their insurance coverage on the group plan for the frac-
tional policy month remaining at retirement plus one (1) ad-
ditional policy month on the group plan, upon payment in
advance by cash, money order or certified or cashier's
check, the amount of premium due, to provide coverage on the
group plan forrthis period of time. Anytime an employee on
the group plan becomes ineligible for the group plan, and is
taken off the plan the Personnel Department notifies the
carrier to mail to the employee conversion rates and ap-
lication to t e em lo ee's home address unless re uested

not to do so by the employee. The health insurance carrier
provides a conversion contract which can be taken by the em-
ployee who is no longer eligible for coverage under the
group plan provided that the employee makes written applica-
tion and pays the carrier the first premium within sixty
(60) days of retirement; however, failure by the employee to
apply to the carrier for the conversion contract within
thirty-one (31) days from this same date can result in an
interruption of coverage.

Medicare Supplement:

The health insurance carrier also offers a conversion
policy in the form of a supplemental health insurance plan
(which pays Medicare deductables) for employees who are
eligible for Medicare coverage when they retire at age
sixty-five (65).

V. Group Life Insurance:

Full-time employees who are covered under The Regional
Medical Center group life insurance plan and who
are retiring can convert their group term life insurance
coverage to an individual policy with no medical exam as
requiremen. The life insurance carrier allows thirty-one
(31) days from the day that the retiring employee's coverage
ends (date of employee's retirement) to apply for conver-
sion contract with the Group Life carrier.
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Subject: Retirement/Pension Plan Policy No: 412.5

Section: Benefits Manual: Personnel

Employee's retiring are advised to check with the Personnel
Department on converting their Health and Life Insurance.

VI. Summary:

The information contained in this policy summarizes some of
the principal provisions of the Retirement/Pension Plan al-
though legal contracts govern the operation and administra-
tion of the plan. Should there be a conflict between policy
and contract, ,the legal contract rules.

. Written: 0?/11/88

Revised: 11/21/90

Authorized By: /
President
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